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INTRODUCTION 


SECTION  A:  WELCOME 

Welcome  to  Typewriting  10!     Congratulations  on  taking  the 
first,   bold  step  towards  an  exciting  adventure.     On  your 
travels  from  Lesson  1  to  Lesson  12  or  20,  you  will  journey 
through  keyboard  mastery,   centering  exercises,   tables,  letters 
and  reports. 

Typewriting  10  can  be  taken  for  three  or  five  credits.  The 
three-credit  course  covers  Lessons  1  to  12,   and  the  five- 
credit  course  goes  from  Lesson  1  to  20. 

Each  lesson  is  expected  to  take  you  six  to  eight  hours.  You 
will  find  that  the  initial   lessons  may  take  longer.  Allocate 
some  time  each  day  to  your  typing  course.     An  hour  a  day  for 
five  days  will  be  better  than  five  hours  in  one  day,   and  no 
hours  in  the  next  four  days. 


SECTION  B:  GETTING  STARTED 

Remove  the  staples  from  the  course  materials  and  transfer  the 
pages  to  a  binder.     If  you  haven't  done  so  already,  check 
each  lesson  to  see  if  it  is  complete.     Report  any  missing 
pages  to  me  immediately.     In  this  way,   I  will  be  able  to  send 
you  the  required  pages  right  away,   and  your  lessons  will  not 
be  held  up. 

After  you  finish  each  lesson,   check  it  for  accuracy.  Make 
sure  that  you  followed  all  the  requirements.     In  order  that 
you  finish  your  correspondence  course  on  schedule,  without 
having  to  send  in  too  many  lessons  at  one  time,    it  is  important 
that  you  work  out  your  own  guidelines  for  lesson  submission. 

On  the  next  page  is  a  series  of  steps  that  you  should  work 
through  to  determine  the  maximum  number  of  days  that  you 
should  be  spending  on  each  lesson.     Complete  this  schedule 
and  have  it  handy  for  reference  purposes. 
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1.       What   is  today's  date? 


2.       On  what  date  would  you  like  to  finish 
the   last  lesson? 


3-       Using  a  calendar,   count  the  number  of 
weeks  between  today  and  the  day  you 

plan  to  finish.    weeks 

4.  To  convert  to  the  number  of  days, 
multiply  by  7,    since  there  are  7  days 

in  a  week.  days 

5.  Now  calculate  the  number  of  days  you  can  spend  on  each 
lesson. 

 Number  of  Days   _      days     _    days  per  lesson 

Number  of   lessons  to  do  lessons 

Delete  any  decimal  portion  in  your  final  result.  For 
example,    if  your  answer  is  6.5  days  for  each  lesson, 
only  allow  6  days,   rather  than  7.     If  you  were  to  use 
7  days  for  each  lesson,   your  finishing  date  would  be 
after  your  target  date.     By  using  6  days,   you  allow 
extra  time  for  review. 

6.  Now  use  the  number  of  days  per  lesson  you  calculated 
above  to  fill   in  the  date  each  lesson  should  be  completed 
in  the  chart  below.     The  easiest  way  is  to  count  off 

the  days  on  a  calendar. 

NOTE:     If  you  are  doing  this  course  for  3  credits,  you 
do  only  12   lessons.     All  20  lessons  must  be  done 
for  the  five-credit  course. 


LESSON  # 

COMPLETION  DATE 

LESSON  # 

COMPLETION  DATE 

1 

11 

2 

12 

3 

13 

4 

14 

5 

15 

6 

16 

7 

17 

8 

18 

9 

19 

10 

20 
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SECTION  C:  MATERIALS  REQUIRED 

In  addition  to  your  typewriter  which  should  be  in  good  working 
order,   you  should  have  the  following  supplies: 

1.  At  least  300  sheets  of  white  typewriting  paper,  P4  size 
(215  mm  x  280  mm).     Please  do  not  buy  newsprint  or  coloured 
paper.     Also,   do  not  use  erasable  bond  paper. 

2.  20  small,  white  envelopes  (92  mm  x  165  mm  approximately). 

3.  20  large,  white  envelopes  (105  mm  x  241  mm  approximately). 

4.  A  metric  ruler. 

5.  Typewriter  eraser,   and/or  eraser  tape,   and/or  white 
correction  fluid. 

A  good  dictionary  and  a  word-division  book  will  be  very  useful. 


SECTION  D:  COURSE  OBJECTIVES 

1.  By  the  end  of  module  one,   you  should  be  able  to  assume 
good  posture  while  typing.     You  should  also  demonstrate 
correct  finger  control  on  the  keyboard. 

2.  By  the  end  of  the  first  module,   you  should  be  able  to 
select  and  use  the  various  machine  parts  to  help  you  to 
type  better  and  faster. 

3.  By  the  end  of  the  course,   you  should  be  able  to  type 
tables,   letters,  and  reports  in  mailable  form — with  all 
errors  corrected  using  the  appropriate  correction 
techniques. 

4.  You  will  use  efficient  work  habits  to  help  achieve  quality 
production  work. 

5.  Your  typing  speed  at  the  end  of  Lesson  12  should  be  a 
minimum  of  25  words  a  minute  with  one  error  per  minute. 
By  the  end  of  Lesson  20,   your  minimum  speed  should  be 
30  words  a  minute,  with  one  error  per  minute. 

NOTE:     These  are  overall  course  objectives.     In  addition, 
each  lesson  will  have  its  own  goals. 
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SECTION  E: 


FINGER  EXERCISES 


Brief  daily  practice  of  finger  gymnastics  will  strengthen 

your  finger  muscles  and  increase  the  ease  with  which  you 

type.     Begin  each  typing  period  with  this  conditioning 
exercise . 


Drill  1 

Clinch  the  fingers  without  bending 
them  at  the  knuckles.  Hold  the 
fingers  in  this  position  for  a  short 
time;  then  extend  the  fingers  relaxing 
the  muscles  of  the  fingers  and  hand. 
Repeat  the  movements  slowly 
several  times.  Exercise  both  hands  at 
the  same  time. 


Drill  2 

Spread  the  fingers  as  much  as 
possible,  holding  the  position  for  a 
moment  or  two;  then  relax  the 
fingers  and  Hghtly  fold  them  into  the 
palm  of  the  hand.  Repeat  the 
movements  slowly  several  times. 
Exercise  both  hands  at  the  same 
time. 


Drill  3 

Hands  open,  fingers  wide,  muscles 
tense  (as  in  Drill  2).  Close  the  fingers 
into  a  tight  "fist"  with  thumb  on  top. 
Relax  the  fingers  as  you  straighten 
them;  then  repeat  the  movements 
several  times. 


Drill  4 

Interlace  the  fingers  of  the  two 
hands,  and  wring  the  hands,  rubbing 
the  heel  of  the  palms  vigorously. 


Drill  5 

Place  the  fingers  and  the  thumb  of 
one  hand  between  two  fingers  of  the 
other  hand,  and  spread  the  fingers  as 
much  as  possible.  Spread  all  fingers 
of  both  hands. 


Drill  6 

Hold  both  hands  in  front  of  you, 
fingers  together.  Hold  the  last  three 
fingers  still  and  move  the  first  finger 
as  far  to  the  side  as  possible.  Return 
the  first  finger;  move  the  first  and 
second  fingers  together.  Finally, 
move  the  little  finger  as  far  to  the 
side  as  possible. 
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SECTION  F:  COURSE  EVALUATION 

Because  of  the  nature  of  correspondence  study,   and  the  lack 
of  face-to-face  communication  between  the  teacher  and  the 
student,   you  are  required  to  write  a  final  supervised  test 
in  this  course.     This  test  will  constitute  607o  of  your  final 
grading. 

The  remaining  40%  will  be  based  on  the  results  you  obtain  in 
your  lessons,   along  with  your  teacher's  evaluation  of  your 
progress  in  the  acquisition  of  the  skills  required  in  this 
course . 

If  your  mark  on  the  final  test  differs  substantially  from 
your  lesson  gradings,   your  teacher  will  use  discretion  in 
balancing  the  composition  of  marks  in  order  to  arrive  at  a 
fair  assessment  of  achievement  in  this  course. 


SECTION  G:  ADVANCE  NOTICE — FINAL  TEST 


1.  In  order  to  be  recommended  for  credits  for  Typewriting  10,  you  are  required 
to  write  a  supervised  test  set  by  the  Alberta  Distance  Learning  Centre 
before  your  registration  expires. 

2.  At   least  eleven  satisfactory  lessons  (in  the  3-credit 
course)  or  eighteen  satisfactory  lessons   (in  the  5-credit 
course)  must  be  received  by  the  Alberta  Correspondence 
School  before  a  final  test  can  be  released. 

3.  You  are  encouraged  to  complete  ALL  lessons  before  writing 
the  final  test.     In  this  way,   you  will  get  maximum  benefit 
from  your  lessons,   and  you  will  not   lose  marks  for  the 
course  work  portion  of  your  final  grade. 

4.  (a)     Classroom  students:     those  who  are  in  attendance 

in  school  in  Alberta  and  who  are  supplementing  their 
school  programs  by  taking  one  or  more  correspondence 
courses . 

Your  final  test  will  be  sent  automatically  to  your 
school  principal  in  January,   June  or  August  provided 
all  the  required  lessons  have  been  completed 
satisfactorily.     Your  principal  is  in  charge  of 
scheduling  final  tests. 
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(b)     Non-classroom  students:     those  who  are  studying 

exclusively  by  correspondence,   and  are  not  registered 
in  any  subjects  in  an  Alberta  classroom. 

The  application  for  the  final  test  is  sent  out  when  the  corrected 
Lesson  6  (3-credit  course)  or  Lesson  11  (5-credit  course)  is 
returned  to  you.  You  are  to  find  a  test  supervisor  acceptable  to 
the  Alberta  Distance  Learning  Centre,  complete  the  application 
form,  and  return  this  to  the  School  with  Lesson  11  (3-credit 
course)  or  Lesson  18  (5-credit  course). 

The  test  will  be  sent  to  your  test  supervisor  after 
the  required  lessons  have  been  completed  satisfac- 
torily. 

5.  If  the  final  test   is  not  written  before  the  expiry  date 
of  registration,   the  course  is  considered  incomplete  for 
the  school  year  in  which  you  registered. 

6.  An  appeal  test   is  available  to  a  student  whose  final 
grading  is  less  than  50%.     This  appeal  test  must  be 
written  before  the  registration  expires. 


SECTION  H:  PROBLEMS? 


You  are  about  to  start  with  Lesson  1.  I  wish  you  every  success  in  this  course, 
and  I  want  to  assure  you  that  the  services  of  the  Alberta  Distance  Learning 
Centre  are  at  your  disposal.  We  are  here  to  help  you  succeed.  Should  you 
encounter  any  problems  with  this  course,  do  not  hesitate  to  inform  us. 


Our  address  is:  Box  4000,  Barrhead,  Alberta,  TOG  2P0.  You  can  reach  us  by  phone: 
674-5333.  If  you  live  in  any  town  or  city  that  has  a  local  RITE  operator,  you  can 
call  that  number  and  ask  to  be  connected  to  our  centre.  The  RITE  number  will  be 
listed  in  your  phone  book  under  ''Government  of  Alberta.''  If  there  is  no  RITE 
operator  in  your  calling  area,  dial  ''0'',  ask  for  Zenith  22333  and  then  ask  for 
the  Alberta  Distance  Learning  Centre. 

It  will  be  appreciated  if  you  could  give  us  your  comments  on 
this  course.     It   is  my  desire  to  offer  the  best  possible 
Typewriting  10  course  and  your  suggestions  will  help  greatly. 
Please  complete  the  questionnaire  found  at  the  end  of  this 
course  and  send  it   in  with  your  last   lesson,   or  you  may  send 
it   in  separately.     Your  responses  will  help  us   improve  this 
course . 

Work  we  1 1 ! 
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SECTION  I: 


TIMINGS:     MARK  SCHEME 


On  the  next  page  you  will  find  a  mark  scheme  to  help  you 
calculate  your  marks  for  the  timings  that  are  found  throughout 
this  course.     Your  first  timing  is  found  in  Lesson  3. 

To  calculate  your  mark,   follow  these  steps: 

1.       Determine  the  number  of  words  in  a  minute  that  you  typed. 
(Example:     20  words  a  minute) 


Refer  to  the 
a  minute  that 
(Example:  If  you  typed  20 
you  will  look  at  the  first 
If  this  was  for  Lesson  11, 
column,  Lesson  17  will  be 


Words  a  Minute"  column,  then  find  the  words 
you  typed  in  the  correct  column. 


wam  (words  a  minute)   in  Lesson 
column  with  the  heading  "1-8". 
you  will   look  under  the  "9-12" 
found  under  the  "13-20  column.) 


3.  Determine  the  number  of  errors  you  made. 
(Example:     2  errors) 

4.  Refer  to  the  "Total  Number  of  Errors"  column  for  your 
score . 

5.  Examples: 


Lesson  5 
20  WAM 
2  errors 
547o 


Lesson  9 
25  WAM 
3  errors 
52% 


Lesson  13 
27  WAM 
0  errors 
527o 


Lesson  19 
38  WAM 
1  error 
727o 


Use  the  table  below  to  record  your  highest  typing  speed  for 
each  lesson.     Record  only  valid  timings.     Refer  to  Lesson  3 
regarding  valid  timings.     If  your  speed  does  not  show  a 
gradual  increase,    it  is  an  indication  that  you  need  more 
practice.     Several  drills  to  help  you  improve  speed  are  found 
throughout  the  course. 


LESSON  # 

WAM 

LESSON  # 

WAM 

1 

11 

2 

12 

3 

13 

4 

14 

5 

15 

6 

16 

7 

17 

8 

18 

9 

19 

10 

20 
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WOR 

DS  PER  Ml 

NUTE 

TO 

TAL  NUMBE 

R  OF  ERRG 

IRS 

1  pQcnn 

1  pQcnn 

I— w  0  Ol-/  1  1 

1  pQcnn 

w  0  Ov/ 1  1 

LETTER 

1  -8 

9-1  2 

1  3-20 

GRADE 

0 

1 

2 

3 

45 

50 

55 

100 

100 

100 

100 

44 

49 

54 

100 

100 

100 

100 

43 

48 

53 

100 

100 

100 

98 

42 

47 

52 

100 

100 

98 

96 

41 

46 

51 

100 

98 

96 

94 

40 

45 

50 

98 

96 

94 

92 

39 

44 

49 

96 

94 

92 

90 

38 

43 

48 

A 

94 

92 

90 

88 

37 

42 

47 

92 

90 

88 

86 

36 

41 

46 

90 

88 

86 

84 

35 

40 

45 

88 

86 

84 

82 

34 

39 

44 

86 

84 

82 

80 

33 

38 

43 

84 

82 

80 

78 

32 

37 

42 

82 

80 

78 

76 

31 

36 

41 

80 

78 

76 

74 

30 

35 

40 

78 

76 

74 

72 

29 

34 

39 

76 

74 

72 

70 

28 

33 

38 

74 

72 

70 

68 

27 

32 

37 

B 

72 

70 

68 

66 

26 

31 

36 

70 

68 

66 

64 

25 

30 

35 

68 

66 

64 

62 

24 

29 

34 

66 

64 

62 

60 

23 

28 

33 

64 

62 

60 

58 

22 

27 

32 

62 

60 

58 

56 

21 

26 

31 

60 

58 

56 

54 

20 

25 

30 

58 

56 

54 

52 

19 

24 

29 

c 

56 

54 

52 

50 

18 

23 

28 

54 

52 

50 

48 

17 

22 

27 

52 

50 

48 

46 

16 

21 

26 

50 

48 

46 

44 

15 

20 

25 

48 

46 

44 

42 

14 

19 

24 

46 

44 

42 

40 

18 

23 

D 

44 

42 

40 

38 

12 

17 

22 

42 

40 

38 

36 

11 

16 

21 

40 

38 

36 

34 

10 

15 

20 

38 

36 

34 

32 

9 

14 

19 

F 

36 

34 

32 

30 

8 

13 

18 

34 

32 

30 

28 
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FINAL  COURSE  MARK 


Please  Note: 

If  your  mark  on  the  final  test   is  407o  or  less,  NO  credit 
will  be  given  for  your  year's  work.     Your  final  course  mark 
will  then  be  based  entirely  on  the  final  test. 
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TYPING  VIDEO 

A  one-hour  video  tape  covering  the  basic  elements  of  this  Typewriting  1 0  course 

is  now  available  on  loan  from  the  Alberta  Distance  Learning  Centre.  If  you  would  like  to 

borrow  this  tape  complete  the  loan  application  form  and  return  it  to: 

Alberta  Distance  Learning  Centre 
Box  4000 
Barrhead,  Alberta 
TOG  2P0 


I 


APPLICATION  FOR  OPTIONAL  TYPEWRITING  10  VIDEO  TAPE 


(Videotape  sent  only  if  requested  by  the  student) 

This  material  is  optional  .and  is  intended  as  a  supplementary  resource  for 
Typewriting  10. 

Name:    File  Number:   

Address:    Check  Video  Format 

  □    VHS  V2"  cassette 

  □    Betamax  V^"  cassette 


Qualifications  for  Loan  Item: 

1.  The  loan  cassette  is  not  available  to  students  with  an  address  outside  Alberta. 

2.  The  loan  cassette  is  available  only  to  students  in  Typewriting  10.  Schools  may 
purchase  the  program  from  ACCESS. 

3.  The  cassette  is  loaned  for  a  two-month  period  and  if  lost  must  be  paid  for  by 
the  student  at  a  cost  of  $11.00. 

4.  Students  must  have  a  video  cassette  player  available  in  order  to  make  use  of 
these  cassettes. 


(Signature  of  Applicant) 


# 
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Before  we  start  the  first   lesson,    let  us  consider  what  we 
hope  to  achieve  in  this  lesson.     By  the  end  of   lesson  one, 
you  should  be  able  to: 

I   I   recognize  all  the  important  machine 
parts  and  use  them  properly; 

I    [   detect  all  typing  errors; 

[   I   adjust  your  workstation  to  suit  your 
individual  needs; 

[   I    insert  and  align  your  typing  paper 
properly ; 

[   I    set  margin  stops  correctly; 

(   I    set  your  line  space  regulator  correctly; 

[   I    type  by  touch  the  following  home  row 
keys : 


A  S  D  F       J  K  L  ; 


0 
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SECTION  A:  TYPEWRITER  PARTS 

You  may  be  anxious  to  get  started  with  actual  typing  but 
there  are  some  things  you  need  to  know  first. 

Take  a  careful   look  at  your  typewriter.     Typewriters  come  in 
a  variety  of  sizes,  models  and  shapes.     The  manual  that 
accompanies  your  particular  machine  will  tell  you  a  great 
deal  more  than  can  be  covered  in  this  lesson. 

Several  parts  are  common  to  all  typewriters.     Please  study 
the  following  four  illustrations.     Then  compare  these  illus- 
trations with  your  typewriter  and  try  to  locate  the  various 
parts  on  your  machine. 


Top  Left  Segment 


LEFT  MARGIN  STOP  B\PER  GUIDE  SCALE 
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Top  Right  Segment 


ALIGNMENT 
GUIDE 


RIGHT  MARGIN 

STOP  \  PAPER  RELEASE 

LEVER 


 niTnffjitiip|iiiT^pi!iijiiii|wi 


CARRAGE 
RELEASE 
LB/ER 


PAPER  BAIL 
AND  SCALE 


PRINT 
POINT 


RIGHT 
CYLINDER 
KNOB 


CYLINDER 


PRINT  POINT  INDICATOR 


Bottom  Segment  (Manual  Typewriter) 


^^§A^6^  TABULATOR  TAB  SET 
CLEAR  . 


BACK  SPACE  KEY 


MARGIN 
RELEASL 
KEY 


SHIFT  LOCK 


RIBBON 
CONTROL 


LEFT  SHIFT 
KEY 


Sh\CE  BAR 


RIGHT  SHIFT  KEY 
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On  an  electric  typewriter  the  bottom  segment  is  slightly 
different : 


Bottom  Segment  (Electric  Typewriter) 


You  will  not  be  using  all  these  parts  right  away,   but  it 
will  be  useful  for  you  to  know  where  the  various  parts  are 
located. 

Please  remember  that  your  machine  may  not  be  identical  to 
the  illustrations  shown  here.     If  in  doubt,   check  the  manual 
that  came  with  your  typewriter. 
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Listed  below  are  a  number  of  typewriter  parts  and  their 
functions.     Make  sure  that  you  know  the  functions  of  each 
part  that  you  will  be  using.     In  this  way  you  can  derive 
maximum  benefit  from  each  part. 


Alignment  Guide:     When  the  typing  paper  is  initially 

inserted,   the  top  edge  of  the  paper  must  be  lined 
up  with  this  guide.     When  this  happens  you  will 
be  ready  to  type  on  line  one  of  your  typing  sheet 


2.     Backspace  Key:     Moves  the  carriage  backwards  one  space 
at  a  time. 


3.  Carriage:  The  top,  moving  part  that  carries  the  paper 
It  moves  laterally  and  allows  the  typewriter  to 
print  across  the  page. 


4.     Carriage  Release  Lever:     When  this  lever  is  depressed 
the  carriage  is  freed  and  you  can  move  it  by 
hand  to  the   lateral  position  you  want. 


Carriage  Return:     On  a  manual  machine,    it  is  a  lever 
and  on  electric  machines,    it   is  a  key.  When 
this  is  used  the  carriage  it  returned  to  the 
left  margin  and  the  paper  is  advanced  to  the 
next   line  automatically. 


Carriage  Scale:     This  counts  the  spaces  across  the 

cylinder  like  a  ruler,  and  it  is  the  scale  on 
which  the  margins  are  set. 


7.     Cylinder:     This  is  the   large  roller  in  the  middle  of 
the  carriage.     It  is  the  roll  around  which  the 
paper  is  inserted  and  held  for  typing. 


8.     Cylinder  Knobs:     These  are  found  on  both  sides  of  the 
cylinder.     They  are  used  to  turn  the  cylinder 
when  inserting  or  moving  the  paper. 
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9.     Line  Space  Regulator:     This  controls  the  space  between 
the  lines  of  typing.     It  is  used  for  single, 
double  or  triple  spacing. 

10.  Margin  Stops:     These  set  the  left  and  right  margins  for 

various   lengths  of  lines. 

11.  Margin  Release  Keys:     Temporarily  unlocks  the  margins. 

12.  Paper  Bail:     This  holds  the  paper  against  the  cylinder 

and  ensures  even  printwork  and  paper  feeding. 

13.  Paper  Guide:     This  is  a  blade  against  which  the  paper 

is  placed. 

14.  Paper  Guide  Scale:     This  scale  is  divided  into  segments 

corresponding  with  the  spaces  taken  by  each 
character . 


15.  Paper  Release  Lever:     This  lever  is  used  for  straight- 

ening or  removing  the  paper. 

16.  Paper  Rest:     This  supports  the  paper  when  it  is  in 

place . 

17.  Print  Point:     The  point  where  the  typebar  or  element 

strikes  and  prints  on  the  paper. 

18.  Printing  Point  Indicator:     This  is  a  marker  pointing  to 

the  space  at  which  the  machine  is  ready  to  print. 

19.  Ribbon  Control:     Allows  you  to  use  the  lower  or  upper 

half  of  the  ribbon  or  to  type  on  a  stencil  with- 
out using  the  ribbon. 

20.  Shift  Key:     When  this  key  is  depressed,   the  typebar  is 

positioned  so  that  a  capital  letter  can  be  typed. 
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21.  Shift  Lock  Key:     This  permits  typing  a  series  of  all- 

capital  letters. 

22.  Space  Bar:     This  bar  is  used  to  space  between  letters 

and  words. 

23.  Tabulator  Bar:     This  moves  the  carriage  freely  to 

preset  points. 

24.  Tab  Set:     This  allows  the  setting  of  specific  points 

along  the  carriage. 

25.  Tab  Clear:     Points  set  previously  may  be  cleared. 

26.  Variabif:  Line  Spacer:     Permanently  changes  the  line  of 

writing . 


SELF-CORRECTING  EXERCISE 

Study  the  machine  parts  shown  on  the  four  illustrations 
given  earlier.     The  next  exercise   is  designed  to  see  whether 
you  know  these  parts.     It  is  a  self-correcting  exercise. 
Try  to  fill  in  the  names  of  the  various  machine  parts  with- 
out  looking  at  your  notes.     When  you  have  finished,   check  to 
see  how  successful  you  have  been. 

You  will  find  self-correcting  exercises  throughout  this 
course.     These  exercises  are  included  so  that  you  will  get 
immediate  feedback.     You  will  know  right  away  if  you  have 
mastered  the  material  being  tested.     For  these  exercises  to 
be  effective,   you  must  try  to  do  them  without  referring  to 
your  notes. 


Good  luck! 
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Name :   

Questionnaire:  Typewriter 
Date: 


Please  complete  this  questionnaire  and  return  it  together 
with  the  other  assignments. 

Check  off  in  the  appropriate  places. 


1.     Make  of  your  typewriter. 

Brother   

Olympia   

Sears 
Underwood 

If  other,  please  specify: 


IBM 

Olivetti 

Smith-Corona 

Other 


2.  Electric 


3.  Portable 


Manual 


Standard 


4.  Element 


Typebar 


New 

4-6  years 


1-3  years 
6  +  years 


6.  Tabulator 
Pre-set 


Can  be  set 


Cannot  be  set 


( 


i 
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ASSIGNMENT  lA 

Try  to  complete  this  crossword  puzzle  without  looking  at 
your  notes.     If  in  doubt,   please  check. 

CLUES 

Down 

1.  This  blade  is  used  to  help  in  paper  insertion. 

4.  Holds  the  paper  in  place. 

7.  Allows  the  paper  to  be  aligned  correctly. 
Across 

2.  Roller  in  the  middle  of  the  carriage. 

3.  Sets  margins. 

5.  Point  at  which  the  key  strikes  the  paper. 

6.  Used  to  space  between  words  and  letters. 

8.  Used  to  turn  the  cylinder. 

9.  Regulates  the  spacing  between  lines. 
10.     Supports  the  paper. 


Note:     After  completing  the  crossword  puzzle  please  write 
your  name  and  the  date  in  the  spaces  provided. 

Get  into  the  habit  of  checking  all  work  that  you  send 
in  for  correction.     Do  not   leave  any  blanks.  Find 
all  the  answers. 
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Name :   

Assignment:  lA 
Date: 


1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

i 
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SECTION  B:  CIRCLING  ERRORS 


Because  you  are  learning  a  new  skill,   it  is  natural  for  you 
to  make  errors.     They  should  not  alarm  you.     They  should 
assist  you  in  determining  your  weak  points.     Too  many  errors 
show  that  you  are  pushing  too  hard  for  speed.     Too  few  tell 
you  that  you  may  be  going  too  slowly.     Errors,  therefore, 
tell  you  what  kind  of  practice  is  needed — whether  you  should 
slow  down  or  whether  you  should  speed  up. 

Being  able  to  recognize  errors  is  important.     The  following 
exercises  will   show  you  how  to  count   typing  errors. 

Obtain  a  blank  sheet  of  paper  and  a  pen.     Place  the  paper 
over  the  "answer"  part,   and  proceed  to  circle  the  errors. 
Only  after  you  have  completed  the  question  may  you  move  your 
paper  down  to  check  your  work  with  the  answer. 


Rule  1:     The  first  rule  is  that  any  misstroke  is  an  error. 

Put  a  check  mark  (/)  above  each  misstroke  in  the 
second  of  the  two  typed  lines  below.      (Compare  the 
second  line  with  the  first,  which  is  the  correct 
1 ine . ) 

Example : 

She  fed  us  egg  salads  and  Ed  fed  us  turkey. 
She  fed  os  egg  salads  and  Ed  fed  os  turkey  , 

Answer: 

/  /  // 

She  fed  os  egg  salads  and  Ed  fed  os  turkey  , 


Typewriting  10 


-  13  - 


Lesson  1 


i 


Rule  2:     The  second  rule  is  that  you  never  count  more  than 
one  error  against  one  word.     Even  if  a  word  has 


many  errors  in  it,   only  one  error  is  counted.  Put 
a  check  mark  above  each  misstroke  in  the  second  of 
these  two  lines  of  typing.     Then  draw  a  loop  around 
each  word  that  counts  as  an  error. 

Example: 

Dad  and  I  aim  to  tame  the  doe. 
Dad  nad  I  aim  to  tmae  the  deo  . 


Answer: 


Rule  3:     The  spacing  and  punctuation  after  a  word  are  a  part 
of  that  word.     An  error  in  spacing  or  in  punctuation 
is  counted  as  an  error  in  that  word. 


Checkmark  each  misstroke  in  the  second  of  these  two 
typed  lines.     Then  draw  a  loop  around  each  word 
that  counts  as  an  error. 

Example: 

You  see,  he  fell;  he  got  hurt. 
You  see,  he  fell,   he  gothrut. 

Answer : 


Da 


'I 


aim  to 


r 


You  see,  he 


fell. 
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Rule  4:     Each  word  left  out  is  counted  as  an  error. 


Checkmark  the  misstrokes  and  loop  the  errors  in  the 
second  of  these  two  lines. 

Example : 

I  guess  Lisa  is  here;   Jeff  said  she  is. 


Rule  5:     A  repeated  word  is  charged  one  error.  WITHOUT 


making  check  marks,    loop  and  count  errors  in  the 
second  line.     Write  the  number  of  errors  beside  the 
second  line. 

Example: 

I  expect  to  sell  six  tickets  for  the  play. 

I  expect  to  slel  sxi  tickets  for  the  the  play. 

Answer: 


1  guess  Lisa 


here 


Jeff  siad  she  is. 


Answer : 


I  expect 
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Rule  6:     A  transposition  (typing  words  in  wrong  order) 


counts  as  one  error.     Loop  and  count  the  errors  in 
the  second  line.     Write  down  the  number  of  errors 
beside  the  line. 

Example: 

Please  pick  up  some  wax  paper. 
Please  pick  some  up  wxapaper  . 

Answer: 

Please  pick  ^me)  up  wxajpaper)  .  ^  9^;^;^^^ 


—  a  stroke  so  light  it  does  not  show; 

—  a  stroke  so  far  above  or  below  the   line  that 
part  of  the  letter  is  cut  off; 

—  a  word  that  is  not  properly  indented  or  aligned 
as  it  should  be. 

Loop  and  count  the  errors  in  the  second  typed  line. 

Example: 

We  gave  half  to  him  and  half  to  her. 
We  gave  h  If  to  him  ^nd  half  to  her. 

Answer : 


f 


Rule  7:     Other  errors  include: 
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Rule  8:     If  there  is  an  error  in  line  spacing,    it  counts  as 

an  error  with  the  sentence  immediately  preceding  it. 

Example: 

We  took  John  a  small  gift. 
He  told  us  he  liked  it. 
I  liked  it  also. 


We  took  John  a  small  gift. 

He  tlod  OS  he  liked  it. 
I   liked  it  also. 


Answer : 


We  took  John  a  small 


ft 


He  (t  lo^^^_osy  he  liked  it 
I   liked  it  also. 
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SELF-CORRECTING  EXERCISE 


Circle  all  the  errors  made  on  each  line  and  then  indicate  in 
the  appropriate  space  next  to  each  line  the  number  of  errors 
made  on  that  line. 

When  you  have  finished,   double-check  your  work.     Then  refer 
to  the  answer  sheet  on  the  next  page  to  see  how  well  you  did, 

Please  do  not  submit  this  exercise. 


1.     This  tpying  course  os  qiute  eazy, 


2.     We  hvea  to  work  evyer  day. 


3.     Typing  improves     with  time 


4.     A  typist  check  carefuly  for  erors 


5.     It  is  is  important  to  no  all  machnie  parts 


The  paper  gudie  helps  the  keep  papr  in  place 


7.     An  ther  usefull  part  the  is  alignment  guide. 


Do  not  overlook  typing  errors 


9.     Spend  smoe  time  ea  h  day  with  you  typewriter 


10.     Allways  cheque  you  work  before  sending  it  in 
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Self-Correcting  Exercise:  Answers 


1.     This  (^pyTn^  course  egg)  ^Tut^  (eaz^  |  4  errors  | 

(If  you  have  less  than  four  errors  as  your 
answer,  please  remember  to  check  very  carefully 
for  errors.     A  good  typist  does  not  only  type 
well — proofreading  must  also  be  done  well.) 


2.     We  C^yej)  to  work  ^vye^  day.  |  2  errors  [ 

(There  are  only  two  errors.     Even  though  there 
is  more  than  one  typing  misstroke  in  each  word, 
e.g.  hvea,   it  counts  as  only  ONE  error.) 


Typing 


with  (^TrneJT) 


(Remember  that  the  spacing  after  the  word  counts 
as  an  error  with  the  word  before  it.) 


cz:)  ^ — ^  ^  

A  typis tyjcheck  Qaref ulj^  for(e£or^ 


I  3  errors 


OR 


A  typist  ^he_c^ (Car^f_uj)y  for  ^or s 


5.     It  is CTs^important  to(TO;)all  (^achnT^  (garts)  |  4  errors 

(Did  you  spot  the  error  at  the  end — the  period 
was  left  out.) 
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6.     The  paper  (gudT^  he Ips CT^e^keep(^^pap^(tn^ 
(Transposed  words  count  as  one  error.) 


4  errors 


7.  (^An'^ther)  (^sefuT))  p  a  r  t(^^^tTTe^  s  ^TTg^me^  guide.  |  4  errors 


(If  words  are  not  aligned  correctly  they  count 
as  errors.) 


6.     Do  not  overlook  typing  errors. 
(Tried  to  fool  you!) 


0  errors 


9.     Spend  (^smoe^t  ime  (^a^h^ay  with^^^you^ypewr  i  ter  .  [  3  errors 


(A  very  common  mistake  is  using  you  instead  of 
your. ) 


10.     ^Tlways)  ^hequeX^ou]^ork  before  sending  it  in. 
(Did  you  catch  the  spelling  mistakes?) 


3  errors 
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Name :   

Assignment  IB 
Date: 


Loop  the  errors  in  each  of  the  following  sentences: 

Several  of  os  plan  too  go  to  the  lake. 

Smoe  of  them  will  stay  hear  . 

When  it  is  windey  we  take  bus  or  the  train. 

Whatever  will  will  we  do? 

That   letter  written  was  three  dyas  agoo. 

Loop  the  three  errors  in  each  line: 

ach  area  to  whihc  you  can  dail 

distance  long  has  a  code  nmuber.  Teh 

one  to  Jasper   ,   for  exmaple,   is  403. 

To  call  a  number  in  Jasper  form  some  some 
o  her  city   ,  you. dial  403  then  dail 

teh  leal  numbre. 


i 


i 


i 
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SECTION  C:  PREPARING  TO  TYPE 


Desk  Arrangement 


Set  your  typewriter  in  the  center  of  your  desk,   very  near 
the  front  edge.     Lay  your  paper  on  the  left-hand  side  of 
your  typewriter  with  the  long  edge  of  the  paper  parallel  to 
the  edge  of  your  desk.     Position  the  material  you  are  going 
to  copy  at  an  angle  on  the  right-hand  side  of  your  desk. 

You  may  reverse  the  arrangement  of  the  paper  and  copy  if  you 
find  it  more  comfortable  to  do  so. 
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Typing  Posture 


Adjust  you  chair  so 
that  you  can  put  your 
hand  between  your  body 
and  the  desk. 


Center  your  body  in 
front  of  the  "J"  Key. 
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Relax  with  your  arms 
hanging  loosely  at 
your  sides. 


Raise  your  arms  from 
the  elbow  so  that  they 
are  level  with  the  key- 
board.    Your  wrists 
should  be  flat  enough 
so  that  you  can  rest  a 
penny  on  them. 


Your  feet  should  be 
placed  flat  on  the 
floor  with  one  slight- 
ly in  front  of  the 
other . 
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Setting  the  Paper  Guide 


1.  Find  the  center  point  on  your  carriage  scale.  On  some 
machines  it  is  clearly  marked  by  a  heavy  vertical  line 
or  arrow  similar  to  this  illustration. 


|iiii|iiii|iiii|iiii|iiii|iiii|iiii|iiii|iiii|iiiiTiiii|iiii|iiii|iii^ 

0      5     10      15    20    25    30    35  40  45    510   55    60    65    70    75    80    85    90  95 


100 


2.     If  it   is  not  clearly  marked,   figure  it  out  for  your- 
self.    It  would  be  the  center  of  the  total  scale.  For 
instance,  what  would  be  the  center  on  this  scale? 


,  I  I  I  I  I  I  I  I  I  I  I  I  I  I  I   I  I  I  I  I  I  I  I  I  I  L 

0    5    10   15   20  25   30  35  40  45  50  55  60  65  70  75    80  85  90  95  100  105  110  115  I20125I3C 


Did  you  divide  the  total  number  of  spaces   (130)  by  2' 

130  T  2  =  65.  The  halfway  point  on  the  scale  is  65. 
Therefore  it  must  be  the  center. 


T 

65 
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3.     Make  a  small  crease  in  the  center  of  the  top  of  the 
paper  you  plan  to  use. 


CREASE 


4.     Insert  the  paper  in  the  machine  with  the  center  crease 
in  the  paper  at  the  center  point  of  the  carriage  scale. 

% 

I     I    i  I — I — I — \ — I — I — f — \ — I — I — I — I — I — I — I — r— T- 

5       10      15     20     25     30     35     40     45     5|0     55     60     65      70     75      80     85      90     ^'^  lOQ 


^  CREASE 


5.     Move  the  paper 
guide  until  it 
touches  the  left 
edge  of  the  paper. 
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Leave  your  paper  guide  in  that  position. 
Check  its   location.     Your  machine  may 
have  an  indicator  identifying  this  point, 
If  so,   you  need  not  go  through  the  cen- 
tering process  on  your  typewriter  again. 
Merely  leave  the  paper  guide  in  position 
and  insert  you  paper  against  its  edge. 

Make  sure  that  your  paper  guide  has  not 
shifted. 


5  10 


paper  guide 


INSERTING  the  Paper 


1.     The  paper  guide  should  be  set. 


2.  Your  paper  should  be 
placed  sideways  near 
the  edge  of  your  desk. 
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3.  Pull  the  paper  bail  for- 
ward or  up  with  your  left 
hand . 

4.  Grasp  a  sheet  of  paper  in 
the  left  hand — fingers  on 
top  (thumb  underneath). 


5.  Drop  the  paper  behind 
the  cylinder  and  against 
the  paper  guide  (notice 
that  your  thumb  is  now 
facing  you) . 

6.  Twirl  the  right-hand 
cylinder  knob  with  a 
quick  movement  of  fin- 
gers and  thumb. 

If  the  paper  is  not 
straight,   pull  the  paper 
release   lever  forward 
and  adjust. 

In  straightening  the 
paper  make  sure  the  top 
and  bottom  edges  are 
even. 

7.  Return  the  paper  bail. 

8.  Turn  the  cylinder  knob 
backwards  so  that  the 
top  of  your  paper  is 
aligned  with  the  align- 
ment guide. 

This  is  Line  One  on  your 
paper . 


TOP  EDGE  OF 
ALIGNMENT  GUIDE 
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Setting  Margin  Stops 

Use  the  process  below  that  applies  to  your  typewriter.  If 
your  typewriter  is  different  from  any  one  of  these,  please 
follow  your  typewriter  manual. 


LEFT  MARGIN  RIGHT  MARGIN  STOP 
STOP 

MARGIN  SCALE 


Depress  the  margin  stops  and  then  slide  them  to  the  desired 
positions  on  the  margin  scale. 


Press  in  the  margin  stops  and  then  slide  them  to  the  desired 
positions  on  the  margin  scale. 
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LEFT  CARRIAGE  RELEASE 


To  set  the  left  margin,   hold  the  left  margin  set   lever  for- 
ward while  you  move  the  carriage  to  the  desired  point  on  the 
carriage  scale.     Then  release  the  lever.     Do  the  same  with 
the  right  lever. 


MARGIN  RESET  KEY 


l-RRRRRRR  ^fRp^^\ 

I  r        >  /  1  t — >  I — »  I — >  I — I  I — >  ) — ^  t  \  t  >  I  ' 


To  set  the  left  margin,   first  push  or  return  the  carriage  to 
the  present  left  margin.     Then,  hold  down  the  margin  reset 
key  while  moving  the  carriage  (with  the  other  hand)   to  the 
new  left  margin.     Then  release  the  margin  reset  key. 

Do  the  same  with  the  right  margin.     Always  remember  to  start 
off  by  returning  to  the  previously  set  margin  before  attempt- 
ing to  re-set  a  margin. 
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Planning  the  Margin  Stops 


1.  Determine  the   length  of   line  to  be 
typed.     You  are  usually  given  the 
line  lengths. 

2.  Divide  the  number  of  spaces  by  two. 

3.  Subtract  this  amount  from  the  center 
point.     Set  the  LEFT  margin  stop. 

4.  Add  the  same  amount  to  the  center 
point.     Then  add  5  to  allow  for  the 
ringing  of  the  bell.     Set  the  RIGHT 
margin  stop. 

The  bell  rings  at  different  points 
on  different  machines.  Determine 
where  your  bell  rings.     Now  see  how 
many  spaces  you  have  before  the 
right  margin.     The  bell  is  a  cue  for 
carriage  return. 


Example 

50-space  line 


50  T  2 


65 


25 


If  65  is  center 
65  -  25  =  40 


25 


95 


50-SPACE  LINE 


CENTER 
LINE 


25 


25 


40 


65 


LEFT 
MARGIN 


RIGHT 
MARGfN 
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SELF-CORRECTING  EXERCISE 


Here  is  your  third  self-correcting  exercise  in  this  lesson. 
Please  keep  in  mind  what  you  have  read  before  about  self- 
correcting  exercises.     If  in  doubt,   please  refer  back. 


A.     Let  us  assume  that  your  center  is  50.     Determine  where 
you  would  set  the  margins  for  these  different   lengths  of 
lines . 


LEFT 
MARGIN 


CENTER 


RIGHT 
MARGIN 


1.  30-space  line 

2.  40-space  line 

3.  50-space  line 

4.  60-space  line 

5.  70-space  line 


50 
50 
50 
50 
50 


Now  let  us  assume  that  60  is  your  center. 

CENTER 


LEFT 
MARGIN 


Line  70 
Line  60 
Line  50 
Line  40 
Line  30 


60 
60 
60 
60 
60 


RIGHT 
MARGIN 


Please  check  your  answers  with  the  key  on  the  next  page.  If 
your  right  margin  answers  are  wrong,   you  may  have  forgotten 
to  add  5  to  the  right  margin  as  an  allowance  for  the  bell. 
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Self-Correcting  Exercise:  Answers 


1.  30-space  line 

2.  40-space  line 

3.  50-space  line 

4.  60-space  line 

5.  70-space  line 


LEFT 
MARGIN 

35 

30 

25 

20 

15 


CENTER 

50 
50 
50 
50 
50 


RIGHT 
MARGIN 

70 

75 

80 

85 

90 


B.     1.     Line  70 


Line  60 
Line  50 
Line  60 
Line  30 


25 
30 
35 
40 
45 


60 
60 
60 
60 
60 


100 
95 
90 
85 
80 
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Name :   

Assignment  IC 
Date: 


Complete  the  following: 


LENGTH 
OF  LINE 


LEFT 
MARGIN 


CENTER 


RIGHT 
MARGIN 


1.  Line  50 

2.  Line  60 

3.  Line  70 

4.  Line  40 

5.  Line  30 

6.  Line  40 

7.  Line  50 

8.  Line  70 

9.  Line  60 
10.  Line  50 


50 
60 
55 
65 
45 
40 
70 
75 
55 
65 


N.B.:     Don't  forget  to  add  5  to  the  right  margin  as  an 
allowance  for  the  bell. 
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Line  Space  Regulator 


There  is  a  small   lever  located  on  the  left  side  of  the 
carriage  of  most  typewriters.     It  moves  beside  a  numbered 
scale,   usually  with  the  numbers  1,   2  and  3.     These  numbers 
refer  to  the  number  of  typing  lines  that  the  cylinder  will 
rotate  when  the  carriage  return  lever  or  key  is  struck  once. 
Some  typewriters  have   line  space  regulators  that  move  half 
spaces  also. 

Check  your  machine.  When  it  is  set  on  (1)  there  will  be  no 
spaces  between  the   lines  as  in  the  first  column  shown  below. 


(1) 


(2) 


(3) 


This 
is 

single 
spacing 


This 


double 


spacing 


This 


triple 


spacing 


LINE  SPACE  REGULATOR 


OR 


(LEVER) 


(  DIAL) 
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Try  out  the  different  line  spacing  available  on  your  type- 
writer. If  you  are  still  having  difficulty,  you  may  refer 
to  the  following  information: 

To  double-space  between  lines,   set  the  line  space 
regulator  at  (1)  and  operate  the  carriage  return 
twice . 

To  triple-space  between  lines,   operate  the  carriage 
return  three  times. 


1 

This 

is 

s  ingle 

spacing. 

2 

This 

is 

single 

spacing . 

3 

4 

This 

is 

doub le 

spac  ing . 

5 

6 

This 

is 

doub le 

spacing . 

7 

8 

9 

This 

is 

triple 

spacing. 

10 

11 

12 

This 

is 

triple 

spacing . 

On  many  newer  models  of  typewriters,   there  is  an  in-between 
spacing  that   is  confusing  to  many  students.      In  some  cases, 
when  the  line  space  regulator  is  set  at   (2),   and  the  carriage 
is  returned,   the  spacing  that  results  is  not  true  double 
spacing.     In  other  words,   there  is  not  a  full  single  space 
or  row  between  the  typed  lines. 


0 

This 

0 

But 

1 

1 

this 

2 

is 

3 

2 

is 

4 

true 

5 

3 

one 

6 

doub le 

4 

and 

7 

5 

a 

8 

spac  ing . 

6 

half 

7 

spacing . 
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SECTION  D:  HOME  ROW  KEYS 


Your  first  typing  will  involve  eight  keys  commonly  referred 
to  as  the  home  row  keys . 

Before  starting  to  type,   please  follow  these  instructions: 

1.  Set  your  margins  for  a  40-space  line. 

2.  Set  the  paper  guide. 

3.  Set  the   line  space  regulator  at  (1). 

4.  Insert  a  sheet  of  paper  into  the  machine. 

5.  Align  your  paper  correctly. 

6.  Return  seven  times  so  that  you  are  ready  to  start 
typing  O'l  line  7. 

7.  Check  year  posture. 
Home  Row  Keys 

On  the  keyboard  illustration  below,   you  will  see  that  eight 
of  the  keys  are  in  boxes.     These  are  the  home  row  keys. 
Place  the  fingertips  of  the   left  hand  on  the  A,   S,   D  and  F. 
Place  the  fingertips  of  the  right  hand  on  the  J,   K,   L  and  ;. 
On  an  electric  machine  do  not  touch  the  keys,   just  hover 
above  them.     Hold  the  RIGHT  thumb  above  the  space  bar  and 
keep  the  left  thumb  out  of  the  way. 


I 
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Return  the  Carriage 

With  your  right  hand,   release  the  carriage  and  move  it 
across  to  the  left  as  far  as  it  will  go.     Now,  with  the 
left-hand  fingers  together  and  the  hand  flat,   strike  the 
carriage  return  lever  so  that  the  carriage  is  thrown  back  to 
the  right.     Practise  this  maneuver  several  times  until  you 
are  able  to  exert  the  correct  amount  of  force.     The  carriage 
return  lever  is  always  struck;   it  is  never  pushed. 


On  electric  machines,   the  carriage  return  key  is  struck  by 
the  little  finger  of  the  right  hand.     Use  a  quick  darting 
movement  and  keep  the  remaining  three  fingers  hovering  over 
their  home  keys.     As  soon  as  you  have  struck  the  key,  return 
your  finger  to  its  home  position.     Practise  this  several 
t  imes . 
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Strike  the  Space  Bar 

Using  your  right  thumb,   tap  the  space  bar  with  a  sharp 
flick,   and  return  your  thumb  to  its  proper  position.  Keep 
your  hand  motionless  as  you  strike  the  space  bar.  Practise 
this  a  few  times. 


Striking  Practice 

On  a  manual  typewriter,   curve  your  fingers  tightly  (as 
though  you  were  about  to  pull  an  iron  bar  toward  you)  and 
let  the  fingers  rest   lightly  on  the  home  keys,  without 
pressure . 
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MANUAL 


On  a  manual  typewriter,   the  finger  snatches 
at  the  key  in  a  fast,   sharp  movement,  the 
fingertip  tracing  a  heart-shaped  pattern. 
The  finger: 

(a)  rises  and  goes  forward  slightly; 

(b)  swoops  down  to  slash  the  center  of  the 
key  with  the  fleshy  tip  of  the  finger, 
near  the  nail; 

(c)  continues  without  pausing,  slightly  in 
toward  the  palm  of  the  hand  and  then 

(d)  lifts  to  return  to  the  home  key. 


On  an  electric  machine,   curve  the  fingers  slightly  and  hold 
them  close  to  the  home  keys  as  you  can  without  touching  them, 
as  though  they  were  really  too  hot  to  touch. 


On  an  electric  machine,   the  finger  flicks  at 
the  key  as  one  tests  the  heat  of  an  iron, 
the  fingertip  tracing  a  flat,   oval  pattern. 
The  finger: 

(a)  darts  down  and  inward,   toward  the  palm; 

(b)  skips  across  the  key  as  though  to  flick 
off  a  speck  of  dust; 

(c)  lifts  up  and  off  the  front  of  the  key; 
and 

(d)  flashes  back  to  its  starting  position 
above  its  home  key,   ready  to  dart  again. 
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At   last  we  have  reached  the  moment  you  have  been  waiting 
for.     In  a  few  seconds  you  will  begin  to  type.     Before  you 
do  so,   however,   please  check  the  following: 

1.     Are  your  margins  set  for  a  40-space  line? 


2.  Is  your  line  space  regulator  set  at  (1)? 

3.  Is  your  paper  inserted  correctly?     Is  the  center  crease 
in  line  with  the  center  on  your  scale? 

4.  Is  your  paper  aligned  correctly?     The  top  edge  of  your 
paper  in  line  with   the  alignment  guide? 


Return  seven  times.  You  are  now  on  line  seven.  Make  sure 
that  your  fingers  are  in  the  home  row  position. 


—  20  spaces  — 


—  20+5  spaces  — 


Left 
Margin 


Center 


Right 
Margin 


Good  luck! 
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Type  the  following  lines.     After  each  line,  return  the 
carriage  once.     After  each  set  of  two  lines,   return  the 
carriage  twice. 

ff  jj   ff  jj   fff  jjj   fff  jjj  fj   fj  jf  jfj  (Return) 

jj         jj           jjj   fff  jjj   fj   fj  jf  jfj        (Return  twice) 

dd  kk  dd  kk  ddd  kkk  ddd  kkk  dk  dk  kd  kjd  (Return) 

dd  kk  dd  kk  ddd  kkk  ddd  kkk  dk  dk  kd  kjd       (Return  twice) 

jfdk  jfdk  fj   fd  fk  df  dk  jd  jf  jk  kjd  dj  (Return) 

jfdk  jfdk  fj   fd  fk  df  dk  jd  jf  jk  kjd  dj       (Return  twice) 


Pause  for  a  moment  and  look  at  what  you  have  typed.  Does  it 

look  like  the  example  on  the  next  page?     If  you  made  errors 
do  not  worry  too  much  about  them  at  the  moment. 

ss  11  ss  11  sss  111  sss  111  si  si   Is  Isl  (Return) 

ss   11  ss  11  sss   111  sss   111  si  si   Is   Isl  (Return  twice) 


sldk  fjsl  fksd  Isdf  dfjk  sldf  jkls  sdfjk  (Return) 

sldk  fjsl  fksd  Isdf  dfjk  sldf  jkls  sdfjk  (Return  twice) 

aa   ;;   aa   ;;   aaa   ;;;  aaa   ;;;   a;   a;    ;a   ;a;  (Return) 

aa   ;;   aa   ;;   aaa   ;;;  aaa   ;;;   a;   a;    ;a   ;a;  (Return  twice) 


asdf  jkl;   asdf  jkl;   a;sl  dkjf  fjdk  ;askd  (Return) 

asdf  jkl;   asdf  jkl;   a;sl  dkjf  fjdk  ;askd       (Remove  paper) 
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ff  jj  ff  jj  fff  jjj  fff  jjj  fj  fj  jf  jfj 
ff  jj   ff  jj   fff  jjj   fff  jjj   fj   fj   jf  jfj 

dd  kk  dd  kk  ddd  kkk  ddd  kkk  dk  dk  kd  kjd 
dd  kk  dd  kk  ddd  kkk  ddd  kkk  dk  dk  kd  kjd 

jfdk  fjdk  fj  fd  fk  df  dk  jd  jf  jk  kjd  dj 
jfdk  jfdk  jf  fd  fk  df  dk  jd  jf  jk  kjd  dj 

ss  11  ss  11  sss  111  sss  111  si  si  Is  Isl 
ss   11  ss   11  sss   111  sss   111  si  si   Is  Isl 

sldk  fjsl  fksd  Isdf  dfjk  sldf  jkls  sdfjk 
sldk  fjsl  fksd  Isdf  dfjk  sldf  jkls  sdfjk 

3.3.  ^  ^  33  ^  33  3  999  3  3  3  ^  ^  y  ^5  ^5  5^ 
3.3.  33     J  J     333     999     333     999  ^5  5^ 

asdf  jkl;  asdf  jkl;  a;sl  dkjf  fjdk  ;askd 
asdf  jkl;   asdf  jkl;   a;sl  dkjf  fjdk  ;askd 
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At  this  point  do  not  be  too  concerned  about  errors.     In  the 
practice  exercises  aim  for  rhythm.     Type  at  an  even  speed. 
Your  goal  should  be  to  increase  this  speed  as  you  become 
more  familiar  with  the  keyboard. 

In  the  next  exercise  you  will  be  using  the  home  row  keys  to 
type  words. 

Before  inserting  a  fresh  sheet  of  paper  into  your  machine, 
please  follow  the  instructions  given  earlier. 

Don't   look  at  the  keyboard  as  you  are  typing.     Keep  your 
eyes  on  the  copy  you  are  typing  from. 

Return  once  after  each  line  and  twice  after  each  set  of 
lines  so  that  a  blank  line  is  left  between  sets  of  lines. 
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alas  alas 


all  sad  lads  ask  dad;   a  lass  asks  a 

add  all  salads;  ask  all  dads;  a  sad 
add  all  salads;   ask  all  dads;   a  sad 

flasks  fall;    salads  fall;    lads  fall 


sad ; 

(Return) 

sad ; 

( Return 

twice ) 

all; 

(Return) 

all; 

( Return 

twice ) 

asks 

(Return) 

asks 

( Return 

twice) 

lads 

(Return) 

lads 

(Return 

twice ) 

asks 

(Return) 

asks 

( Return 

twice ) 

lad; 

(Return) 

lad; 

(Return 

twice ) 

lad; 

(Return) 

lad; 

( Return 

twice ) 

ask 

(Return) 

ask 

( Return 

twice ) 

as  a  lad;  as  a  lass;  as  a  dad;  as  a  fall 
as  a  lad;   as  a  lass;   as  a  dad;   as  a  fall 


(Return) 
(Remove  paper) 


Typewriting  10 


-  45  - 


Lesson  1 


I  hope  that  you  enjoyed  typing  these  words.     If  you  had  any 
difficulty  with  them,   do  not  hesitate  to  try  the  exercise 
over  again.     Practice  makes  perfect! 


Assignment  ID 


Please  read  the  following  instructions  carefully  before 
attempting  this  assignment: 

1.  Set  your  margins  for  a  40-space  line. 

2.  Set  the  line  space  regulator  at  (1). 

3.  Insert  your  paper  with  the  crease  in  line  with  the 
center  of  your  scale. 

4.  Align  your  paper  correctly. 

5.  Return  27  times  so  that  you  will  start  on  line  27. 

6.  At  your  own  pace,   type  one  copy  of  the  following  lines. 

7.  Do  not  submit  work  with  more  than  six  errors.     If  you 
make  more  than  six  errors,   re-do  the  assignment. 

8.  On  completion,   remove  the  paper  and  circle  all  errors. 
Look  carefully  for  errors.     A  good  typist  will  not 
overlook  a  single  error.     Indicate  at  the  bottom  of  the 
page  the  number  of  errors  made. 

9.  Write  your  name,   the  assignment  number  and  the  date  at 
the  top  of  the  page.     Refer  to  the  example. 

10.     Re-read  the  above  instructions  before  starting. 


Please  follow  the  same 
instructions  for 
Assignment  IE. 
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Assignment  ID 

At  your  own  pace,   type  one  copy  of  the  following: 


as  as  lad  lad  asks  asks  all;  all;  falls; 
as  as  lad  lad  asks  asks  all;   all;  falls; 

fad  fad  dad  dad  flask  flask  salad  salads 
fad  fad  dad  dad  flask  flask  salad  salads 

all  all  lads  lads  lass  lass;  asks;  asks; 
all  all   lads  lads  lass  lass;  asks;  asks; 

salad  salad  asks  asks;  lads;  lads;  lass; 
salad  salad  asks  asks;   lads;   lads;  lass; 

flask  flask  falls  falls  adds  adds  salads 
flask  flask  falls  falls  adds  adds  salads 


NOTE:     The  fewer  the  errors  you  make,  the 
higher  your  grading  will  be  for 
this  lesson. 

1.  To  check  margin  setting,    fold  your 
page  in  half  sideways.     Your  left  and 
right  margins  should  be  equal. 

2.  To  check  whether  you  started  typing 
on  the  correct   line,   fold  your  paper 
in  half  from  top  to  bottom.     The  top 
and  bottom  margins  should  be  equal. 

Please  phone  your  teacher  at  the  Alberta 
Correspondence  School   if  you  are  having 
problems  with  these  two  important  techniques. 
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as  as  lad  lad  asks  asks  all;  all;  falls; 
as  as  lad  lad  asks  asks(^aT^;   all;  falls; 

fad  fad  dad  dad  flask  flask  salad  (salasd/ 
fad  fad  dad  dad  flask  flask  salad  saTaas 

all  all  lads  lads  lass  lass;  asks;  asks; 
all  all   lads  lads   lass  lass;   asks;  asks; 

salad  salad  asks  asks;  (^add}  lads;  lass; 
salad  salad  asks  asks;    lads;    lads;  lass; 

flask  flask  falls  falls  adds  adds  salads 
flask  flask  falls  falls  adds  adds  salads 


5 
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Assignment  IE 


Please  follow  the  same  instructions  as  shown  for  Assignment 
ID. 

At  your  own  pace,   type  one  copy  of  the  following: 


ask  all;  a  sad  lad;  dad  adds;  ask  a  lass 
ask  all;   a  sad  lad;   dad  adds;   ask  a  lass 

add  all  salads;  all  flasks  fall;  a  salad 
add  all  salads;   all  flasks  fall;   a  salad 

dad  falls  as  all  lads  ask  a  lass  a  salad 
dad  falls  as  all   lads  ask  a  lass  a  salad 

as  a  salad;  dad  adds  all;  add  all  flasks 
as  a  salad;   dad  adds  all;   add  all  flasks 

a  lass  asks  a  lad;  all  lads  add;  a  lass; 
a   lass  asks  a  lad;   all   lads  add;   a  lass; 


If  your  assignment  has  more  than  six  errors,   please  re-do 
it.     Make  sure  that  you  find  all  errors.     Overlooked  errors 
are  heavily  penalized. 

Please  refer  to  the  notes  at  the  bottom  of  Page  46. 
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SECTION  E:  REVIEW 

Name :   

Assignment  IF 
Date: 


A.     Machine  Parts 

Write  the  answers  in  the  spaces  provided.     Try  to 
complete  this  assignment  without  looking  at  your  notes. 
Please  do  not  leave  any  answers  blank. 


1.  This  part  is  used  to  space  between 
letters  and  words. 

2.  This  part  allows  the  typist  to  set 
the  right  and  left  margins. 

3.  This  controls  the  spacing  between 
lines. 

4.  When  the  paper  is  inserted,  it 
should  rest  against  this  blade. 

5.  The  top  edge  of  the  paper  is  lined 
up  with  this  part. 

6.  The  paper  is  held  against  the 
cylinder  by  this  part. 

7.  This  is  the  top,  moving  part. 

8.  The  large  roller  in  the  middle  of 
the  carriage. 

9.  The  point  at  which  the  typebar 
strikes  the  paper. 


10. 


Allows  you  to  go  to  the  next  line. 
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B.     True  or  False 

Write  true  or  false  in  the  spaces  provided. 

1.  The  center  is  50.     For  a  40-space  line 
the  left  margin  is  set  at  25. 

2.  The  center  is  50.     The  right  margin 
stop  for  a  40-space   line  is  set  at  75. 

3.  The  carriage  return  allows  you  to  free 
the  carriage. 

4.  The  paper  release  is  used  for 
straightening  or  removing  the  paper. 

5.  The  following  line  has  four  errors: 

All  the  boys     are  athome. 

6.  The  following  line  has  three  errors: 

My  typwriter  has  best  the  carraige. 

7.  Your  body  should  be  centered  in 
front  of  the  carriage. 

8.  Five  spaces  are  added  to  the   left  margin 
to  allow  for  the  ringing  of  the  bell. 

9.  The  following  lines  are  typed  in 
double  spacing: 

Soon  the  bell  will  start 

ringing  on  this  machine. 

10.     The  following  lines  are  typed  in 
double  spacing: 

Soon  the  bell  will  start 
ringing  on  this  machine. 
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TYPEWRITING  10:  QUESTIONNAIRE 


Please  complete  this  questionnaire  and  return  it  with  your  first 
lesson. 


Last  Name:  File  #: 


First  Name:    Date  of  Birth:  Year: 

Address:    Month: 

  Day: 

Postal  Code    Phone:  Home   

Work/School 


If  you  are  a  school  student, 
name  of  school  attended:   

If  employed,   type  of  occupation: 

Number  of  credits?     (3  or  5) 

Background  in  typing:   

Why  are  you  taking  this  course? 


Date  this  course  was  started:   

Date  you  hope  to  complete:  

Any  further  information  you  would  like  your  teacher  to  know: 


i 
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ASSIGNMENT  CHECK 


Check  each  of  the  following  as  you  insert  it  into  the 
envelope  for  mailing; 


Quest  ionnaire : 
Assignment  lA 
Assignment  IB 
Assignment  IC 
Assignment  ID 
Assignment  IE 
Assignment  IF 
Quest  ionnaire : 


Typewriter 
Typewriter  Parts 
Circling  Errors 
Setting  Margins 
Typed  Exercise 
Typed  Exercise 
Review 

Personal  Details 


Reminder:  1.  Send  in  only  the  assignments  and 
questionnaires  listed  above.  Do 
not  send  in  lesson  notes. 


2.     Make  sure  that  your  name,  assign- 
ment number  and  date  appear  on 
all  pages  sent  in. 


3. 


Check  side  and  top  and  bottom  margins 
for  Assignments  ID  and  IE. 
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SELF-EVALUATION 

Congratulations  on  completing  the  first   lesson.     Before  you 

go  on  to  Lesson  2,    it  may  be  a  good  idea  to  evaluate  your 
progress  thus  far. 

We  will  use  the  objectives  we  set  out  at  the  beginning  of 
this   lesson.     Next  to  each  objective  check  off  how  well  you 
are  able  to  do  it. 

VERY  SATIS-  CAN 

GOOD  FACTORY  IMPROVE 

1.  Knowledge  of  Machine  Parts       

2.  Detecting  Errors       

3.  Adjust  ni„   the  Work  Station       

4.  Inserting  Paper       

5.  Setting  the  Line  Space       

6.  Setting  Margins       

7.  Typing  the  Home  Row  Keys       


Now  check  your  rating.  Practise  those  areas  that  need 
improvement . 


What  awaits  you  in  Lesson  2?  Turn  over  a  few  pages  and 
let's  see. 


LESSON  RECORD  FORM 


1565  Typewriting  10 

Revised  87/09 


FOR  STUDENT  USE  ONLY 

Date  Lesson  Submitted 
Time  Spent  on  Lesson 

(If  label  is  missing 
or  incorrect) 

File  Number 
Lesson  Number 

Student's  Questions 
and  Comments 


FOR  A.D.LC.  USE  ONLY 


Assigned 
Teacher:. 


Lesson  Grading: 


Additional  Grading 
E/R/P  Code:  _ 


Mark: 


Graded  by: 


Assignment  Code: 


Date  Lesson  Received: 


Lesson  Recorded. 


Teacher's  Comments: 


St.  Serv.  14-91 


Correspondence  Teacher 


ALBERTA  DISTANCE  LEARNING  CENTRE 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.     BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.     POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  ail  letters  in  a  separate  envelope. 


3.     POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Offlce  and  have  it  weighed.  Attach  sufficient  postage 
and  a  green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 

When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at 
the  same  time. 
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Congratulations  on  completing  Lesson  1  and  welcome  to  Lesson  2. 
At  present  you  are  able  to  use  eight  alphabetic  keys  and  you 
can  also  type  a  few  words. 

By  the  end  of  Lesson  2  your  typing  skills  will  improve  greatly. 
You  should  be  able  to: 


Q  Continue  using  the  correct  posture; 

Type  the  new  keys: 

i  ,  m ,   t ,   o ,  e 

h,   r,   g,   V,   c,  u; 

I   I  Type  and  space  after  the  period  correctly; 

(Z]  Type  all  keys  learned  thus  far  in  capital  letters. 


Let ' s  get  started ! 


SECTION  A:  POSTURE  CHECK 

Before  you  begin  to  type,   read  the  posture  check  on  the  next 
page.     About  halfway  through  this   lesson  have  someone  else 
rate  you  on  each  point,   or  you  may  rate  yourself. 
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POSTURE  CHECK:     Check  Sheet  for  Basic  Techniques  of  Typewriting 

VERY  SATIS-  CAN 

GOOD  FACTORY  IMPROVE 

1.       Posture  at  the  Typewriter 

a.  Comfortable,   relaxed  position       

b.  Body  centered  on  J  key       

c.  Feet  flat  on  the  floor       

d.  Elbows  in,  relaxed   

e.  Fingers  well  curved       

f.  Wrists  flat,   relaxed,   but  off 

the  frame  of  the  typewriter       


Key  Stroke 

a.  Finger-reach  action  with  fingers 
close  to  keys 

b.  Quick  snap  stroke  with  immediate 
key  release 

c.  Hands,  wrists,   arms  quiet  and 
re laxed 

d.  Uniform  key-stroking  action 

e.  Each  key  struck  with  correct 
finger 
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VERY  SATIS-  CAN 

GOOD  FACTORY  IMPROVE 

3.       Continuity  and  Rhythm 

a.       Carriage  moving  continuously       


b.  Smooth,  fluent  rhythm  which 
varies  according  to  kind  of 
copy  being  typed 


Carriage  Return 

a.  Carriage  returned  quickly  at 
ends  of  lines 

b.  New  line  started  without  break 
or  pause 

c.  Eyes  on  copy 


5.       Space  Bar  Action 

a.  Right  thumb  curved 

b.  Strike  with  quick  motion  of 
the  thumb 

c.  Space  bar  released  instantly 


NOTE:     Please  do  not  send  this  sheet  in. 

Try  to  improve  on  your  weaker  areas. 
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SECTION  B:  REVIEW  OF  HOME  ROW  KEYS 

In  Lesson  2  you  will  have  ample  opportunity  to  practise  and 
learn  several  new  keys.  Before  starting  to  type,  check  the 
fol lowing : 

1.  Margins  are  set  for  a  40-space  line. 

2.  Line  space  regulator  is  set  at  (1). 

3.  Paper  is  inserted  and  aligned  correctly. 

4.  Return  seven  times  so  that  you  will  begin  typing  on 
line  seven. 


Type  each  line  twice  as  shown  below: 

fff  jjj  ddd  kkk  sss  111  aaa  ;;;  fjd  ksl; 
fff  jjj  ddd  kkk  sss   111  aaa   ;;;   fjd  ksl; 

asks  asks  fall  fall  lads  lads  lass  lass; 
asks  asks  fall  fall   lads   lads   lass  lass; 

alas  alas  flask  flask  salad  salad  as  as; 
alas  alas  flask  flask  salad  salad  as  as; 

as  a  salad;  dad  asks  all;  add  all  salads 
as  a  salad;   dad  asks  all;   add  all  salads 

dad  falls  as  all  lads  ask  a  lass  a  salad 
dad  falls  as  all   lads  ask  a  lass  a  salad 
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Check  your  work  for  typing  errors.     Circle  each  error.  If 
you  made  more  than  six  errors,   repeat  this  practice  exercise. 
Do  not  go  on  to  the  next   section  unless  you  have  six  or  fewer 
errors . 


SECTION  C:  NEW  KEYS 


Now  that  you  have  mastered  typing  the  home  row  keys,  you 
will  start  to  learn  the  rest  of  the  keys.     Before  a  n.  ;  key 
is  taught,   you  will  see  an  illustration  of  the  keyboard  with 
all  previous  keys   learned,   and  the  new  key  being  taught. 
You  will  also  be  told  which  finger  to  use  for  the  new  key. 

Whenever  you  insert  a  fresh  sheet  of  paper,   check  the 
f  o 1 lowing : 

1.  Margin  stops  are  set  for  a  40-space  line. 

2.  The  line  space  regulator  is  set  at  (1). 

3.  Your  paper  is  inserted  correctly  with  the  center  of  the 
paper  in  line  with  the  center  chosen  on  your  typewriter. 

4.  Your  paper  is  aligned  correctly  with  the  top  edge  of 
the  paper  in  line  with  the  top  edge  of  the  alignment 
guide . 

5.  Return  seven  times  so  that  you  start   typing  on  line 
seven . 

After  completing  an  exercise  on  a  new  key,  you  may  continue 
on  the  same  page  with  the  next  key. 
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The  Letter  "i" 


Use  the  "k"  finger. 

Type  each  line  twice  as  shown  below: 

i i i  kkk  iii  fff  111  iii  sss  iii  jjj;  iii 
iii  kkk  iii  fff  111  iii  sss  iii  jjj;  iii 


if  if 

is 

is  ill 

ill 

fill 

fill 

sill 

sill; 

if  if 

is 

is  ill 

ill 

fill 

fill 

sill 

sill; 

sail 

sail 

fail 

fail 

jail 

jail 

dial 

dials 

sail 

sail 

fail 

fail 

jail 

jail 

dial 

dials 

slid 

slid 

said 

said 

laid 

laid 

dias 

aids  ; 

slid 

slid 

said 

said 

laid 

laid 

dias 

aids  ; 

ask  a  lad;  a  sad  jail;  jails  fail  all;  a 
ask  a  lad;   a  sad  jail;   jails  fail  all;  a 
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The  Letter  "m" 


Use  the  "j"  finger. 

Type  each  line  twice  as  shown  below: 

mmm  iii  mmm  aaa  mam  mam  mass  mass;  milk; 
mmm  iii  mmm  aaa  mam  mam  mass  mass;  milk; 

dam  jam  mask  mail  miss  film;  mild;  maid; 
dam  jam  mask  mail  miss  film;  mild;  maid; 

a  mad  lad  asks  all  sad  maids  a  jam  salad 
a  mad  lad  asks  all  sad  maids  a  jam  salad 


mail  film  masks;  films  fail;  salads  fill 
mail  film  masks;    films  fail;   salads  fill 
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The  Letter  "t" 


Use  the  "f"  finger. 


Type  each  line  twice  as  shown  below: 


ttt  mmm  iii  till  till  tilt  tilt  mitt  tat 

ttt  mmm  iii  till  till  tilt  tilt  mitt  tat 

fit  sit  fat  sat  mat   lit  fit  fat  sat  salt 

fit  sit  fat  sat  mat   lit  fit  fat  sat  salt 


tall  tilt  skit  kilt  mitt  flat  malt  salt; 
tall  tilt  skit  kilt  mitt  flat  malt  salt; 

timid  limit  still  staff  sadist  mast  fast 
timid  limit  still  staff  sadist  mast  fast 


a  tall  lass  sat  still;  tilt  all  fat  lads 
a  tall   lass  sat  still;   tilt  all  fat  lads 
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The  Letter  "o" 


Use  the  "1"  finger. 

Type  each  line  twice  as  shown  below: 

ooo  ttt  ooo  mmm  iii  ooo  mom  tot  toot  lot 
ooo  ttt  ooo  mmm  iii  ooo  mom  tot   toot  lot 

loss  toss  moss  toad  fold  told  loaf  moats 
loss  toss  moss  toad  fold  told  loaf  moats 

ditto  tomato  looks  folds  foot  load  toils 
ditto  tomato  looks  folds  foot   load  toils 

look  at  old  food;  a  tomato  falls  too;  of 
look  at  old  food;   a  tomato  falls  too;  of 

a  lass  loads  all  tools;  a  toad  looks  odd 
a  lass  loads  all  tools;   a  toad  looks  odd 
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The  Letter  "e" 


Use  the  "d"  finger. 

Type  each  line  twice  as  shown  below: 

eee  ooo  eel  feel  keel  feed  meal  deal  eat 
eee  ooo  eel  feel  keel  feed  meal  deal  eat 

tame  fame  lame  mate  fate  late  date  leads 
tame  fame  lame  mate  fate   late  date  leads 

slate  failed  jailed  toiled  tease  fielded 
slate  failed  jailed  toiled  tease  fielded 

tomatoes  kite  skillet  kettle  little  feel 
tomatoes  kite  skillet  kettle   little  feel 

little  tomatoes  fail  to  fall  last  of  all 
little  tomatoes  fail  to  fall   last  of  all 
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THE  PERIOD 


You  are  now  going  to  learn  to  type  and  use  the  period  (.)• 
The  period  is  used  in  several  different  ways  and  the  spacing 
after  a  period  will  depend  on  the  way  it  is  used.  Please 
study  the  following  rules.     Keep  this  sheet  handy  for  future 
reference. 


Rule  1:     Two  spaces  follov^  the  period  at  the  end  of  a  sentence. 
It  was  nice.##We  walked. 

(#  means  a  space.) 

Rule  2:     One  space  follows  the  period  at  the  end  of  an 
abbreviation  within  a  sentence. 

Mrs.#Jones  went  home. 

Tom  T.#Hall  is  a  good  singer. 

Rule  3:     No  space  follows  a  decimal  point. 

There  were  32.5  cm  of  cloth  left. 

Rule  4:     There  is  no  space  after  the  period: 

when  the  period  is  followed  by  a  closing  quotation 
mark: 

Mrs.  Wilson  said  "No." 


or  when  the  period  is  followed  by  a  closing 
parenthesis : 

(Actually,   she  was  unable  to  attend.) 


or,  when  the  period  is  followed  by  a  comma 
I  like  to  stay  in  Abbe,  Alta.,   do  you? 


Rule  5:     There  is  no  space  following  a.   or  p.   in  a.m.   or  p.m. 


Typewriting  10 


-  12  - 


Lesson  2 


SELF-CORRECTING  EXERCISE 

Write  in  your  answers.     Again,    try  to  do  this  without  looking 
at  your  notes.     After  you  are  finished,   check  your  answers 
with  the  key  on  the  next  page. 


1.     How  many  spaces  follow  the  word  Dr.    in  a  sentence? 


2.  How  many  spaces  follow  the  period  at  the  end  of  a 
sentence? 

3.  How  many  spaces  follow  the  decimal  point  in  930.72? 

4.  How  many  spaces  follow  the  period  in  this  sentence? 

( He.  LbiuaLLy,  waAko-d  much  puitheji,  ) 

5.  How  many  spaces  follow  the  word  Ms.    in  a  sentence? 

6.  How  many  spaces  follow  the  period  in  this  sentence? 

//c  /dimply,  y^cbLd,   "j  can ' t  g,o," 

7.  How  many  spaces  follow  the  period  in  this  sentence? 

We '  JJ.  g,o  tomo/uiow.     SkcUA  we? 

8.  How  many  spaces  follow  the  abbreviated  word  in  this 
personal  note? 

/^-Lley6        the  SrruJJi  Co,  telepkoned. 

9.  How  many  spaces  follow  the  abbreviated  word  in  this 
sentence  ? 

F/ied  J.  Wifig,eyi  iA  away,  today. 
10.     How  many  spaces  are  left  after  a.    in  a.m.? 
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Self-Correcting  Exercise:  Answers 

1.     1  2.     2  3.     0  4.  0 

6.     0  7.     2  8.     1  9.  1 


5.  1 
10.  0 


The  Period  (.) 


I  SHIf  T  I 


Use  the 


inger , 


Type  each  line  twice  as  shown  below: 

...  ;;;  a.m.  f.m.  met.  let.  set.  k.l.m.; 
...    ;;;   a.m.    f.m.   met.    let.    set.  k.l.m.; 

late.  date.  fate.  lot.  dot.  meets,  mate, 
late.   date.   fate.    lot.   dot.  meets,  mate. 

(You  will   learn  to  type  capital  letters  next. 
Meanwhile,   continue  to  type  in  small  letters.) 


fast  mates  fail  to  toil, 
fast  mates  fail  to  toil. 


tomatoes  fall, 
tomatoes  fall. 


last  of  all.  feed  all  old  fools  salads, 
last  of  all.     feed  all  old  fools  salads. 


mail  all  stale  jams  to  lasses.  tell  me. 
mail  all  stale  jams  to  lasses.     tell  me. 
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SECTION  E: 


CAPITAL  LETTERS 


Introduction  to  the  Use  of  the  Shift  Key 

Up  to  this  point,   you  have  been  typing  small   letters  only. 
With  the  use  of  the  shift  key,   you  will  be  able  to  type 
capital  letters. 

You  will  notice  that  your  typewriter  has  two  shift  keys — one 
on  the   left  and  the  other  on  the  right.     There  is  also  a 
shift  lock  key  if  you  want  to  type  everything  in  capital 
letters.     This  shift   lock  key  will  be  used  later  on. 

In  this  part:  of  the  lesson  you  will  be  taught  the  use  of  the 
left  shift  i.ey  and  then  the  right  shift  key. 


Using  the  Left  Shift  Key 

The  left  shift  key  is  used  to  capitalize  letters  typed  with 
the  right  hand. 

To  make  the  reach  easier,  curl  the  second  and  third  fingers 
of  your  left  hand  as  you  follow  these  steps: 

1.  Keep  the  "f"  finger  in  position.     This  serves  as  an 
anchor . 

2.  Curl  the  "s"  and  "d"  fingers  as  suggested  above. 

3.  Depress  the  left  shift  key  with  the  "a"  finger. 

4.  Hold  the   left  shift  key  down  firmly  as  you  strike  the 
desired  key  with  the  right  hand. 

5.  Release  the  shift  key  and  return  all  fingers  to  the 
home  position. 

NOTE:     If  your  capital   letters  do  not   line  up  with  the 
rest  of  the   letters,   you  did  not  depress  the 
shift  key  enough. 


Jill 


( Incorrect ) 


(Correct ) 
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The  Left  Shift 


Use  the  "a"  finger. 


Type  two  copies  of  each  line  as  shown  below: 

Jill  Jill  Jim  Jim  Jake  Jake  James  James, 
Jill  Jill  Jim  Jim  Jake  Jake  James  James. 

Kim  Kim  Kate  Kate  Katie  Katie  Kile  Kile. 
Kim  Kim  Kate  Kate  Katie  Katie  Kile  Kile. 

Matt  Matt  Mollie  Mollie  Matilda  Matilda. 
Matt  Matt  Mollie  Mollie  Matilda  Matilda. 

Lotta  Lotta  Leslie  Leslie  Lassie  Lassie. 
Lotta  Lotta  Leslie  Leslie  Lassie  Lassie. 

Jim  Kate  Matt  Leslie  Jill  Kim  Mollie  Lot 
Jim  Kate  Matt  Leslie  Jill  Kim  Mollie  Lot 
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The  Left  Shift  (More  Practice) 


Type  two  copies  of  each  line  as  shown  below: 


James  asked  Mollie  Lots  to  fill  Ko  Lake, 
James  asked  Mollie  Lots  to  fill  Ko  Lake. 

Matilda  tells  Jeff  it  is  at  Lakate  Mill, 
Matilda  tells  Jeff   it   is  at  Lakate  Mill. 

Little  Miss  Moffet  jailed  Jake  Filt  too, 
Little  Miss  Moffet  jailed  Jake  Filt  too. 


Leslie  likes  to  feel  like  Katie  Lideteo, 
Leslie   likes  to  feel   like  Katie  Lideteo, 


Make  all  lads  do  it  too.  It  is  too  fat. 
Make  all  lads  do  it  too.     It  is  too  fat. 
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Using  the  Right  Shift 

The  right  shift  key  is  used  to  capitalize  letters  typed  with 
the  left  hand. 

To  make  the  reach  easier,   curl  the  second  and  third  fingers 
of  the  right  hand  as  you  follow  these  steps: 

1.  Keep  the  "j"  finger  in  position.     This  serves  as  an 
anchor . 

2.  Curl  the  "k"  and  "1"  fingers  as  suggested  above. 

3.  Depress  the  right  shift  key  with  the  ";"  finger. 

4.  Hold  the  right  shift  key  down  firmly  as  you  strike  the 
desired  key  with  the  left  hand. 

5.  Release  the  shift  key  and  return  all  fingers  to  the 
home  position. 


NOTE:     Please  make  sure  that  the  shift  key  is  fully 

depressed.  Otherwise  your  capital  letters  will 
not   line  up  with  the  rest  of  your  typing. 


F 


(This  is  incorrect  and 
counts  as  an  error.) 


ame 


Fame 


(Correct.  All  letters 
are  evenly  lined  up.) 
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The  Right  Shift 


Use  the  ";"  finger. 


Type  two  copies  of  each  line  as  shown  below: 


Al  Al  Adam  Adam  Adelle  Adelle  Atilla  Aim 
Al  Al  Adam  Adam  Adelle  Adelle  Atilla  Aim 

Sal  Sal  Sid  Sid  Sallie  Sallie  Sami  Samie 
Sal  Sal  Sid  Sid  Sallie  Sallie  Sami  Samie 

Dale  Dale  Dollie  Dollie  Dottie  Dottie  Do 
Dale  Dale  Dollie  Dollie  Dottie  Dottie  Do 

Fame  Fame  Feast  Feast  Fill  Fill  Foil  Fad 
Fame  Fame  Feast  Feast  Fill  Fill  Foil  Fad 

Ted  Ted  Tommie  Tommie  Tim  Tim  Tom  Teddie 
Ted  Ted  Tommie  Tommie  Tim  Tim  Tom  Teddie 
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The  Right  Shift  (More  Practice) 


Use  the  ";"  finger. 

Type  two  copies  of  each  line  as  shown  below: 

Kate  made  it  as  fast  as  Tom.  I  like  it, 
Kate  made  it  as  fast  as  Tom.     I  like  it. 

Take  all  little  old  kettles  to  Miss  Ado. 
Take  all   little  old  kettles  to  Miss  Ado. 

It  is  a  kit  of  tools.  Dale  likes  tools. 
It  is  a  kit  of  tools.     Dale  likes  tools. 

Joe  feeds  all  seals.  I  sold  Feed  Foods. 
Joe  feeds  all  seals.     I  sold  Feed  Foods. 

Dot  takes  all  old  desks.  Jill  sits  too. 
Dot  takes  all  old  desks.     Jill  sits  too. 
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Assignment  2A 

Time  now  to  submit  your  first  assignment   in  this  lesson. 
Please  follow  these  instructions  before  starting  to  type. 

1.  Set  your  margins  for  a  40-space  line. 

2.  Line  space  regulator  should  be  set  at  (1). 

3.  Insert  your  paper,  making  sure  that  the  center  crease 
is   in  line  with  the  center  on  your  typewriter. 

4.  Align  your  paper. 

5.  Return  27  times.     You  should  be  on  line  27. 

6.  Assume  the  correct  posture. 

7.  Your  aim  is  to  type  this  assignment  with  no  more  than 
five  errors.     If  you  have  more  than  five  errors,   do  the 
assignment  over. 

Remember  to  leave  two  spaces  after  the  period  at  the 
end  of  the  sentence  and  before  starting  with  the  next 
sentence . 

Ki±  iook^  JJMq.  Tom.     ^-LLL  q-cuLa  m.Q.at  too. 

(  Two  space s\ 
\       here  / 


Typewriting  10 


-  21  - 


Lesson  2 


Type  the  following  lines  as  shown  here.  Remember  to  leave 
a  blank  line  after  each  set  of  lines. 


Kit  looks  like  Tom.  Jill  eats  meat  too. 
Kit   looks  like  Tom.     Jill  eats  meat  too. 

Fill  all  dams  fast.  Make  Dot  Ott  smile, 
Fill  all  dams  fast.     Make  Dot  Ott  smile, 

Salads  make  a  lass  smile  fast.  Jim  too. 
Salads  make  a  lass  smile  fast.     Jim  too. 

Take  all  lads  to  set  food  like  Kate  Mae, 
Take  all   lads  to  set  food  like  Kate  Mae, 

Mike  likes  to  smile  like  little  Ted  too. 
Mike  likes  to  smile  like  little  Ted  too, 


After  completing  the  assignment,   remove  the  paper  from  the 
typewriter  and  do  the  following: 

1.  Circle  all  errors.     Do  this  carefully.     Do  not  overlook 
a  single  error.     If  you  made  more  than  five  errors, 
redo  the  assignment.     Indicate  the  number  of  errors  at 
the  bottom  of  the  page.     Refer  to  the  example. 

2.  Write  your  name   in  the   top   left  corner.     Below  this 
write  Assignment  2A  and  then  below  that  write  the  date. 

3.  Refer  to  the  example  on  the  next  page  for  the  correct 
layout . 

4.  Refer  to  Page  46,  Lesson  One  for  hints  on  checking 
margin  settings. 
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K;i  L    looks   like  Tom.     Jill  eats  meat  too. 
Kit   looks   1  ike  CTorQ^  Jill  eats  meat  too. 

Fill  all  dams  fast.     Make  Dot  Ott  smile. 

CD  C 

Fill  all  damsyy.     Make  Dot  Ott  smile. 

Salads  make  a  lass  smile  fast.  Jim  too. 
Salads  make  a  lass  smile  fast.     Jim  too. 

Take  all  lads  to  set  food  like  Kate  Mae. 
Take  all   lads  to  set  food  like  Kate  Mae. 

(^oke^likes  to  smile  like  little  Ted  too. 
Mike   likes  to  smile  like   little  Ted  too. 
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Assignment  2B 


Before  doing  this  assignment,  please  refer  to  the  instructions 
given  with  Assignment  2A.     Once  again,  you  are  reminded  to 
follow  these  instructions  carefully.     If  not,   your  grading 
will  be  affected. 

Type  the  following  lines  as  shown  here.     Remember  to  leave  a 
blank  line  between  each  set  of  lines. 


Tell  Mollie  to  set  all  salads  like  Jake. 
Tell  Mollie  to  set  all  salads  like  Jake. 

Meet  Astek.  Do  it  as  Lissie  does;  fast. 
Meet  Astek.     Do  it  as  Lissie  does;  fast. 

Ted  Fem;  feed  all  food  to  all  lads  late. 
Ted  Fem;   feed  all  food  to  all   lads  late. 

Take  Jeff  some  dates.  It  seems  too  odd. 
Take  Jeff  some  dates.     It  seems  too  odd. 

Feel  fit.  Dalet  jokes  like  Millet  does. 
Feel  fit.     Dalet  jokes  like  Millet  does. 


REMEMBER:     Do  not  submit  an  assignment  with  more  than  five 
errors . 

The  fewer  the  errors  you  make,  the  higher  your 
grading  will  be. 
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SECTION  F: 


NEW  KEYS 


You  have  now  reached  the  halfway  point   in  this   lesson.  I 
hope  that  you  are  enjoying  this  challenge.     Please  do  not 
hesitate  to  repeat  the  typing  exercises  if  any  letter  gives 
you  problems. 

This  may  be  an  appropriate  time  to  have  someone  check  your 
posture.     Refer  to  the  check  sheet  found  earlier  in  this 
lesson. 

The  next  five   letters   learned  will  be: 


h 


r 


g 


v 


c 


u 


Before  starting  to  type,  check: 


1. 


Line  40 


2. 


Spacing  1 


3.     Start  on  line  7 
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The  Letter  "h" 


Use  the  "j"  finger. 


Type  two  copies  of  each  line  as  shown  below: 


hhh  hhh  HHH  HHH  he  he  him  him  hot  hot  He 
hhh  hhh  HHH  HHH  he  he  him  him  hot  hot  He 

hike  hike  hole  hole  halo  halo  hello  hail 
hike  hike  hole  hole  halo  halo  hello  hail 

ahead  ahead  shed  shed  shake  shake  he  hit 
ahead  ahead  shed  shed  shake  shake  he  hit 

He  has  the  hot  food.  He  shakes  the  mat. 
He  has  the  hot  food.     He  shakes  the  mat. 

The  hail  falls  like  some  soil.  Take  it. 
The  hail  falls  like  some  soil.     Take  it. 
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The  Letter  "r" 


Use  the  "f"  finger. 

Type  two  copies  of  each  line  as  shown  below: 

rrr  rrr  RRR  RRR  roar  roar  soar  soar  fear 
rrr  rrr  RRR  RRR  roar  roar  soar  soar  fear 

road  tear  read  Rome  Reed  Rate  fear  rare, 
road  tear  read  Rome  Reed  Rate  fear  rare. 

Drill  the  hole.  Fill  it  fast.  Redo  it. 
Drill  the  hole.     Fill  it  fast.     Redo  it. 

Rome  is  a  rare  treat  to  see.  I  like  it. 
Rome  is  a  rare  treat  to  see.     1  like  it. 

Rod  rode  the  killer  horse  like  all  lads. 
Rod  rode  the  killer  horse  like  all  lads. 
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The  Letter  "g" 


Use  the  "f"  finger. 

Type  two  copies  of  each  line  as  shown  below: 


ggg  GGG  hhh  HHH  rrr  RRR  ggg  GOG  egg  goat 
ggg  GGG  hhh  HHH  rrr  RRR  ggg  GGG  egg  goat 

great  age  fog  log  dog  gate  gadget  gloat, 
great  age  fog  log  dog  gate  gadget  gloat. 

Greet  him;  great  red  fish;  dogs  go  fast. 
Greet  him;   great  red  fish;   dogs  go  fast. 

George  goes  to  the  lake  at  the  red  hill. 
George  goes  to  the  lake  at  the  red  hill. 

The  great  red  fish  eats  the  little  eels. 
The  great  red  fish  eats  the  little  eels. 
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The  Letter  "v" 


Use  the  "f"  finger. 

Type  two  copies  of  each  line  as  shown  below: 

vvv  VVV  vat  vat  have  have  rave  rave  save 
vvv  VVV  vat  vat  have  have  rave  rave  save 

Violet  Violet  vile  vile  vote  vote  violet 
Violet  Violet  vile  vile  vote  vote  violet 

alive  alive  grove  grove  Mavis  Mavis  love 
alive  alive  grove  grove  Mavis  Mavis  love 

Violet  lives  in  Delver.  She  loves  Vert. 
Violet   lives  in  Delver.     She  loves  Vert. 

He  gave  the  movers  all  the  little  kites. 
He  gave  the  movers  all  the   little  kites. 
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The  Letter  "c" 


Use  the  "d"  finger. 


Type  two  copies  of  each  line  as  shown  below: 


ccc  CCC  cave  cave  Clive  Clive  come  comes 
ccc  CCC  cave  cave  Clive  Clive  come  comes 

slice  rice  lace  grace  sack  mace  trace  it 
slice  rice  lace  grace  sack  mace  trace  it 

Cover  the  cave;  clover  is  great;  savers. 
Cover  the  cave;   clover  is  great;  savers. 

Cliff  came  to  cover  the  rice.  He  jives. 
Cliff  came  to  cover  the  rice.     He  jives. 

Mollie  dices  all  these  cloves  each  time. 
Mollie  dices  all  these  cloves  each  time. 
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The  Letter  "u" 


Use  the  "j"  finger. 

Type  two  copies  of  each  line  as  shown  below: 

uuu  ccc  vvv  ggg  rrr  hhh  uuu  vvv  ccc  sure 
uuu  ccc  vvv  ggg  rrr  hhh  uuu  vvv  ccc  sure 

cure  jugs  just  jut  juice  rut;  rude;  sour 
cure  jugs  just    jut  juice  rut;   rude;  sour 

Uris  saves;  Uria  looks  at  the  juice  jug. 
Uris  saves;  Uria  looks  at  the  juice  jug. 

The  lure  catches  fish.  I  use  it.  Uris. 
The   lure  catches  fish.     I  use  it.  Uris. 

Silver  Lucas  is  a  good  lad.  Just  a  rut. 
Silver  Lucas  is  a  good  lad.     Just  a  rut. 
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Assignment  2C 

Spacing  1 
Line  40 

Start  typing  on  line  27 

Type  the  following  lines,  making  no  more  than  five  errors. 

If  you  have  more  than  five  errors,   please  redo  the  assignment. 


Fresh  air  is  good  for  us.  Juice  is  too. 
Fresh  air  is  good  for  us.     Juice  is  too. 

The  great  judge  held  the  trial  in  court. 
The  great  judge  held  the  trial  in  court. 

Fred  said  that  James  left  the  door  ajar. 
Fred  said  that  James  left  the  door  ajar. 

She  is  terrified  of  the  dark  said  Mavis. 
She  is  terrified  of  the  dark  said  Mavis. 

Louise  Fastell  rattled  the  door  earlier. 
Louise  Fastell  rattled  the  door  earlier. 


Please  circle  all  errors.  Check  carefully  for  errors.  Refer 
to  Lesson  1  about  circling  errors. 

Indicate  the  number  of  errors  at  the  bottom  of  the  page. 
The  fewer  errors  you  make,   the  higher  will  be  your  grading. 

In  the  top  left  corner,   please  write  your  name  and  below 
that,   the  assignment  number  and  below  that,   the  date.     If  in 
doubt  about  how  to  set  this  assignment  up,  please  refer  to 
the  earlier  example  in  this  lesson. 
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Assignment  2D 


Spacing  1 
Line  40 

Start  typing  on  line  27 


Type  the  following  lines  making  no  more  than  five  errors. 

If  you  have  more  than  five  errors,   please  redo  the  assignment. 


Grace  is  at  the  office.  Colour  it  rose. 
Grace  is  at    the  office.     Colour  it  rose. 

His  jacket  is  full  of  holes.  Lee  sighs. 
His  jacket  is  full  of  holes.     Lee  sighs. 

Victor  raced  to  the  house.  Move  it  too. 
Victor  raced  to  the  house.     Move  it  too. 

He  collects  old  letters.  Jack  saved  it. 
He  collects  old  letters.     Jack  saved  it. 

Credit  is  collected  fast  at  times.  Kit. 
Credit   is  collected  fast  at  times.  Kit. 


Please  circle  all  errors.  Check  carefully  for  errors.  A 
good  typist  will  not  overlook  a  single  error. 

Indicate  the  number  of  errors  at  the  bottom  of  the  page. 

In  the  top  left  corner,  write  your  name,   the  assignment 
number  and  the  date. 


DO  NOT  SEND  IN  THIS 
ASSIGNMENT  IF  IT  HAS 
MORE  THAN  FIVE  ERRORS. 
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SECTION  C:  REVIEW 


Name : 


Assignment  2E 
Date: 


Fill  in  the  answers  in  the  appropriate  space. 

1.  How  many  spaces  are  left  after  the  period  at  the 
end  of  a  sentence? 

2.  To  leave  a  single  blank  line  between  two  lines  of 
typing,  how  many  times  must  you  return  your  carriage 
if  your  line  space  regulator  is  set  at  (1)? 

3.  Your  line  space  regulator  is  set  at   (1)  and  you  want 
to  leave  four  blank  lines  before  starting  to  type. 
How  many  times  will  you  return? 

4.  If  your  center  is  60,   and  you  want  to  set  margins 
for  a  40-space  line,  where  will  you  set  the  left 
margin? 

5.  How  many  blank  spaces  are  left  after  a  semicolon  (;) 

6.  Which  typewriter  part   is  used  to  align  paper? 


7.     Which  thumb  is  used  to  strike  the  space  bar? 


8.  Which  typewriter  part  keeps  the  paper 
down  against  the  cylinder? 

9.  Which  lever  is  used  for  straightening 
or  removing  the  paper? 


10. 


Which  key  is  depressed  to  type  a 
capital  letter? 
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Name :  

Assignment  2F:  Circling  Errors 
Date: 


Correct  copy:     Dr.   Hale  asked  us  to  go  out  to  see  Jeff. 

Jeff  had  a  fall.  He  hurt  his  right  leg. 
So,  three  of  us  took  Jeff  a  little  gift. 
He  told  us  he  liked  it;   I  liked  it,  too. 

Please  take  careful  note  of  the  following  in  the  correct  copy 
shown  above: 

1.  One  blank  line  is  left  after  each  line  of  typing. 

2.  One  space  follows  the  period  after  Dr. 

3.  Two  spaces  follow  the  period  at  the  end  of  the  sentence 
in  the  second  line. 

4.  One  space  follows  the  semicolon  in  the  fourth  line. 

5.  One  space  follows  the  comma  in  the  fourth  line. 

Now  examine  the  following  paragraphs.  Circle  all  errors  and 
in  the  space  provided  next  to  each  line,  indicate  the  number 
of  errors  on  that  line. 

Paragraph  1 

Dr,  Hale  a  skdeus  to  go  out  out  to  see  Jeff.   

Jeff  had  a  fall,     He  hurt  his  right  leg.   

So,  three  of  us  took  Jeff  a  little  gift. 
He  told  us  he  liked  it       I  liked  it,  too 
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Paragraph  2 

Dr.  Hale  asked  us  to  go  out  to  see  Jeff. 
Jeff  had  a  fall.  He  hurt  his  rihgt  lef. 
So,  three  of  us  took  Jeff  little  a  gift 
He  told  ushe   liked  it,   I  liked  it   ,  too. 

Paragraph  3 

Dr.  Hal  asked  us  to  too  out  to  see  Jeff. 
Jeff  had  a  fall.   He  hurt  his  right  leg. 

So,   three  of  us  took  "^eff  a  little  gift 

He     told  he   liked  it;   I   liked  it,  too. 


Complete  the  following  table 


MARGIN  ^^Wii^^  MARGIN 


1.     Line  40  50 


2.     Line  50  50 


3.     Line  60  50 


4.     Line  70  50 
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ASSIGNMENT  CHECK 


Check  off  each  of  the  following  as  you  insert  it  into  the 
envelope  for  mailing: 


Assignment  2A 
Assignment  2B 
Assignment  2C 
Assignment  2D 
Assignment  2E 
Assignment  2F 


Typed  Exercise 
Typed  Exercise 
Typed  Exercise 
Typed  Exercise 
Review 

Circling  Errors 


Reminder:     1.     Send  in  only  the  assignments   listed  above. 
Do  not  send  in  lesson  notes. 

2.     Make  sure  that  the  following  appears  on 
each  assignment: 

Name 

Assignment  Number 
Date 
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SELF-EVALUATION 


The  purpose  of  this  exercise  is  to  see  how  well  you  have 
learned  what  has  been  taught  thus  far.  Please  check  off 
each  item  in  the  appropriate  place. 


1.  Typing  Home  Row  Keys 

2.  Typing  Other  Keys 

3.  Using  the  Right  Shift 

4.  Using  the  Left  Shift 

5.  Margin  Setting 

6.  Using  Machine  Parts 

7.  Posture 

8.  Using  the  Period  ( . ) 

9.  Spacing  After  the  Period 
10.  Aligning  the  Paper 


Please  do  not   submit  this  sheet.     If  there  is  anything  that 
you  are  having  difficulty  with,    review  it   in  your  notes.  If 
this  does  not  help,   please  do  not  hesitate  to  let  me  know. 

A  few  more  keys,  and  you  will  be  able  to  type  all  letters  of 
the  alphabet.     So,    let's  start  on  Lesson  3. 


VERY 
GOOD 


SATIS- 
FACTORY 
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IMPROVE 
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You  are  already  on  Lesson  3.  Just  imagine,  in  a  few  hours 
you  will  be  able  to  type  all  the  letters  of  the  alphabet. 

We  hope  to  achieve  the  following  by  the  end  of  this  lesson 
You  should  be  able  to: 


[  I  Continue  using  the  correct  posture 
Q  Set  tabs ; 

Q  Type  the  new  alphabet  keys: 
b,   n,   p,  w, 
y,   q,   z,  X 


[   ] Type  the  punctuation  key 
comma  ( , ) ; 


[    I  Type  the  numbers 
1,   2,  3; 


Q  Calculate  typing  speed; 
Take  one-minute  timings. 


Once  again  you  are  reminded  that  I  am  here  to  help  you 
succeed  in  this  course.     If  there  is  anything  that  you  are 
having  difficulty  with,   please  do  not  hesitate  to  contact  me 


Good  Luck! 
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SECTION  A:  REVIEW 


As  you  did  in  the  previous   lesson,   you  will  first  review 
what  you  have  practised  thus  far.     Before  you  start  typing 
I  would  like  to  review  the  instructions  given  earlier. 

1.  Set  margins  for  a  40-space  line. 

2.  Line  space  regulator  should  be  set  at  (1). 

3.  The  paper  should  be  inserted  and  aligned  correctly. 

4.  Start  typing  on  line  7. 

Type  two  copies  of  each  line  as  shown  below: 

The  great  gorilla  frets  over  his  jailer. 
The  great  gorilla  frets  over  his  jailer. 

James  L.  Kurke  makes  marvelous  gimmicks. 
James  L.   Kurke  makes  marvelous  gimmicks. 

Victor  is  still  the  greatest  hikemaster. 
Victor  is  still  the  greatest  hikemaster. 

Mother  laughs.  Little  Freda  looks  cute. 
Mother  laughs.     Little  Freda  looks  cute. 

That  cafe  has  the  most  delicious  steaks. 
That  cafe  has  the  most  delicious  steaks. 


When  you  have  finished: 

1.  Remove  your  paper  and  circle  all  errors.     Please  proof- 
read very  carefully.     Remember  that  typing  is  more  than 
just  pressing  the  keys.     You  should  train  your  eyes  to 
detect  every  typing  mistake. 

2.  If  you  made  more  than  FIVE  errors,   do  the  exercise  over 
again.     You  may  use  the  bottom  half  of  the  same  sheet 
of  paper.     Do  not  go  on  to  the  next  exercise  unless  you 
have  five  or  fewer  errors. 
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SECTION  B:  NEW  KEYS  AND  TAB 


The  Letter  "b" 


Use  the  "f"  finger. 

bbb  BBB  bib  bib  Bob  Bob  Bill  Bill  bet  be 
bbb  BBB  bib  bib  Bob  Bob  Bill  Bill  bet  be 

bag  bike  Bert  ball  crib  dribble  bubbles, 
bag  bike  Bert  ball  crib  dribble  bubbles. 

The  big  bold  dog  bit  Bert  after  he  cried 
out.  Bert  shouted  for  his  mother  but  it 
was  too  late.     Mrs.   Borle  asked  that  her 

son  be  treated  for  shock.  (Return  twice) 

Dr.  Alec  K.  Harl  did  all  that  Mrs.  Borle 
asked.  After  that  Bert  tried  to  move  to 
Jerico  St.   over  the  Baker  Bridge. 


I 
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At  this  point  you  will  be  taught  to  use  the  tab.     If  you 
look  at  the  last  two  paragraphs  of  the  previous  exercise  you 
will  notice  that   the  paragraphs  begin  at   the   left  margin. 
They  are  not   indented.     Paragaphs  may  be  indented  and  in 
this  course  you  will  be  indenting  quite  often.     Because  you 
will  be  indenting  several  times,    it  is  easier  to  set  a  tab 
than  to  space  five  times  each  time  you  want  to  indent. 

To  set  a  tab  five  spaces  from  the  left  margin: 

1.  Return  your  carriage  so  that  you  are  at  the  left  margin. 

2.  Press  the  space  bar  five  times. 

3.  Press  the  TAB  SET. 

To  check  if  you  did  this  correctly: 

1.  Return. 

2.  TAB. 

3.  You  should  be  on  the  6th  space  from  the   left  margin. 

If  you  set  a  tab  incorrectly  and  want  to  remove  it,  just 
press  TAB  CLEAR. 


In  future  lessons  make  sure  that  the  tab  is  set  at  five 
before  starting  to  type. 


NOTE:     1.     Tab  setting  may  be  different  on  your  machine. 
Please  consult  your  manual. 


2.  Some  machines  have  no  tabs,   or  pre-set  tabs.  In 
this  case,   you  may  not  be  able  to  set  a  tab. 
Space  five  times  from  the  left  margin  each  time. 
More  about  pre-set  tabs  in  later  lessons. 

3.  Use  the  "j"  finger  to  press  the  TAB  bar. 
Use  the  "a"  finger  if  you  have  a  TAB  key. 
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The  Letter  "n" 


Use  the  "j"  finger. 

nnn  NNN  nnn  NNN  name  noun  nice  Nanton  no 
nnn  NNN  nnn  NNN  name  noun  nice  Nanton  no 

never  note  name  mention  knife  fine  soon, 
never  note  name  mention  knife  fine  soon. 

(The  next  paragraph  will  be  indented,  so  don't  forget  to  TAB 
before  you  start  typing.) 

Mr.  Naidu  tries  several  times  to  go 
to  Nimet  near  his  old  market  house.  All 
his  friends  visit  him  as  it  is  still  too 
soon  to  go  to  bed.  Just  as  Mr.  Naidu  is 
about  to  leave  his  good  friend  Kisten  C. 
Feliet  gives  him  a  blossom  arrangement. 

Most  humans  just  adore  blossoms  out 
near  the  lake.  As  soon  as  it  turns  dark 
the  blossoms  fade  and  sadness  starts  too 
soon  for  those   in  the  fading  light. 
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The  Comma  ( , ) 


Use  the  "k"  finger. 

Leave  only  one  blank  space  after  a  comma. 

,,,  then,  nice,  never,  bacon,  neat,  boo, 
,,,   then,   nice,   never,   bacon,   neat,  boo, 

food,  milk,  juice,  oranges,  meat,  beans, 
corn,   rice,  cream,    lettuce,   salt,  bread. 

Name,  Jason,  Hubert,  Brian,  Stella,  Lee, 
Duan,  Linda,  Jerrie,  Janet,  Knight,  Sam, 
Rose,  Vince,   Candie,   Eddie,   Debbie,  Meg. 

(Tab) 

If  his  house  is  burnt  to  the  ground 
at  night,  he  can  claim  some  of  the  goods 
lost  in  the  fire.  But,  it  is  not  a  good 
idea  to  start  a  fire  in  or  near  the  wood 
built  structure. 

Harris  Industries,  the  firm  of  fast 
manufactured  houses,  is  located  near  the 
fire  hall.  The  manager,  Mr.  A.  Stevenso 
said  that  his  firm  has  one  of  the  nicest 
records  in  the  district. 
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The  Letter  "p" 


Use  the  ";"  finger. 

ppp  PPP  pop  Pip  pup  pill  pine  Paul  Peter 
ppp  PPP  pop  Pip  pup  pill  pine  Paul  Peter 

Prince  Phillip,  one  of  the  best  men 
around  is  still  my  favourite.  I  can  see 
that  he  is  liked  all  over.  The  king  too 
is  a  popular  person. 

The  greatest  asset,   I  am  often  told 
involves  people  in  different  positions. 
If  people  can  succeed  in  spite  of  their 
circumstances,   their  efforts  are  to  be 
praised . 


(You  will  notice  that  all  lines  do  not  end  evenly.) 
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The  Letter  "w" 


Use  the  "s"  finger. 


www  www  www  WWW  wow  wow  who  who  what  woo 
www  WWW  www  WWW  wow  wow  who  who  what  woo 

were  where  wagon  whisper,  whimper;  will, 
were  where  wagon  whisper,  whimper;  will. 

William;  Wendie;  Wilbert;  Williams;  Wren 
William;  Wendie;   Wilbert;   Williams;  Wren 

When  William  walked  down  to  the  big 
wagon  all  alone,  his  mother  Wendette  was 
frightened.  She  thought  that  her  little 
son  was  unable  to  accomplish  this.  This 
was  a  welcome  surprise  for  her. 
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The  Letter  "y" 


Use  the  "j"  finger. 

yyy  YYY  yyy  YYY  yes  yes  year  year  yeast; 
yyy  YYY  yyy  YYY  yes  yes  year  year  yeast; 

yell  yawn  yacht  yard  yarn  yawn  yearn  yes 
yell  yawn  yacht  yard  yarn  yawn  yearn  yes 

York  Yule  Young  Yukon  York;  Yule;  Young. 
York  Yule  Young  Yukon  York;   Yule;  Young. 

every  day  fry  July  Lilly  jelly  very  year 
every  day  fry  July  Lilly  jelly  very  year 

This  year  all  the  young  girls  yearn 
for  yogurt.  Even  boys  who  are  very  wild 
think  it  is  a  very  good  idea.  Sadly  the 
same  cannot  be  said  about  all  adults  who 
consume  yogurt. 
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The  Letter  "q" 


Use  the  "a"  finger. 


qqq  QQQ  qqq  QQQ  quack  quack  Queen  Queen; 
qqq  QQQ  qqq  QQQ  quack  quack  Queen  Queen; 

quake  quake  quarter  quarter  quick  quick, 
quake  quake  quarter  quarter  quick  quick. 

quality  quality;  quarrel  quarrel;  quest, 
quality  quality;   quarrel  quarrel;  quest. 

equator  quiver  equate  Queen  Quinton  quid 
equator  quiver  equate  Queen  Quinton  quid 

Quran  quote  quota  quorum  quit  quick  quit 
Quran  quote  quota  quorum  quit  quick  quit 
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The  Letter  "z" 


Use  the  "a"  finger. 

zzz  ZZZ  zzz  ZZZ  zip  zip  fizz  fizz  zigzag 
zzz  ZZZ  zzz  ZZZ  zip  zip  fizz  fizz  zigzag 

Zaire  Zaire;  Zulu  Zulu;  Zion  Zion;  Zoom. 
Zaire  Zaire;   Zulu  Zulu;   Zion  Zion;  Zoom. 

zoo  zoo;  zeal  zeal;  zebra  zebra;  zenith, 
zoo  zoo;   zeal  zeal;   zebra  zebra;  zenith. 

zero  zero;  zest  zest;  Zeus  Zeus;  zealous 
zero  zero;   zest  zest;   Zeus  Zeus;  zealous 

lazy  crazy  quizz  hazy  hazy  Zodiac  Zodiac 
lazy  crazy  quizz  hazy  hazy  Zodiac  Zodiac 


Typewriting  10 


-  12  - 


Lesson  3 


The  Letter  "x" 


Use  the  "s"  finger. 

XXX  XXX  XXX  XXX  tax  text  taxi  next  flex. 
XXX  XXX  XXX  XXX  tax  text  taxi  next  flex. 

mix  mix;  fix  fix;  lax  lax;  exit  exit;  ex 
mix  mix;    fix  fix;    lax  lax;   exit  exit;  ex 

wax  vex  mix  fix  lax  tax  wax  vex  mix  next 
wax  vex  mix  fix  lax  tax  wax  vex  mix  next 

Texas  sixty  six  sex  Xanadu  Xray  Texas  ax 
Texas  sixty  six  sex  Xanadu  Xray  Texas  ax 

example  examined  xylophone  Xanadu  Texas, 
example  examined  xylophone  Xanadu  Texas. 
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SECTION  C:  REVIEW:     ALPHABETIC  KEYS 


Congratulations  on  learning  all  the  alphabetic  keys.  The 
next  series  of  exercises  is  a  self-test  to  see  how  well  you 
can  type  the  letters  "a"  to  "z." 

Follow  these  steps: 

1.  Type  each  line  three  times. 

2.  While  the  paper  is  still   in  your  machine,   circle  all 
errors . 

3.  If  you  have  three  errors  or  less,   go  on  to  the  next 
line.     Do  this   line  three  times  as  well. 

4.  If  you  have  more  than  three  errors,   do  that   line  over 
three  times.     Check  again.     Do  not  go  on  to  the  next 
line  until  you  make  three  errors  or  less. 

5.  Keep  on  going  until   the  exercise   is  finished  and  you 
have  typed  all   lines  three  times  with  three  errors  or 
less . 


We  are  now  going  to  use  a  50-space   line,    so  your  margins 
must  be  reset. 

To  set  margins   for  a  50-space   line,    set   the   left  margin  25 
spaces  from  the  center  of  your  carriage  scale.     Your  right 
margin  should  be  set  30  (25  +  5)   spaces  to  the  right  of  the 
center . 


<  25  spaces  > 

<  30  spaces  ^ 

LEFT 
MARGIN 


CENTER 


RIGHT 
MARGIN 
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SELF-CORRECTING  EXERCISE 

Line  50 
Spacing  1 
Start  on  line  7 


Type  three  copies  of  each  line  as  shown  below.     Each  set  of 
lines  must  have  no  more  than  three  errors.     If  more  than 
three  errors  are  made,   repeat  that  set  of   lines  until  no 
more  than  three  errors  are  made. 


These  trains  for  London  leave  at  seven  each  night. 
These  trains  for  London  leave  at  seven  each  night. 
These  trains  for  London  leave  at  seven  each  night. 

Markus  has  practised  the  skill  for  several  months. 
Markus  has  practised  the  skill  for  several  months. 
Markus  has  practised  the  skill  for  several  months. 

She  must  prepare  her  lunch  for  the  picnic  at  once. 
She  must  prepare  her  lunch  for  the  picnic  at  once. 
She  must  prepare  her  lunch  for  the  picnic  at  once. 

Mr.  and  Mrs.  Charles  Dean  are  going  to  the  movies. 
Mr.  and  Mrs.  Charles  Dean  are  going  to  the  movies. 
Mr.   and  Mrs.   Charles  Dean  are  going  to  the  movies. 

This  talk,  free  to  students,  will  include  a  movie. 
This  talk,  free  to  students,  will  include  a  movie. 
This  talk,   free  to  students,  will  include  a  movie. 
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SECTION  D:  TIMINGS 


Up  to  this  point,   typing  speed  was  not  a  major  concern.  From 
Lesson  3  to  the  end  of  this  course,   each  lesson  will  contain 
one  or  more  assignments  on  timed  exercises. 

The  first  step  would  be  to  learn  to  calculate  your  typing 
speed. 

Look  at  the  examples  for  one-minute  timings  below: 


Ice  cream  is  my  favourite  food.     It  is  really  10 
enjoyable  on  a  hot  summer  day  when  the  heat  is  too  20 

123456789  10 


At  the  end  of  the  first   line  you  will  notice  the  number  10. 
This  indicates  that  there  are  ten  zones  (or  ten  average  words) 
in  this  line.     If  you  look  below  the  second  line  you  will 
see  how  the  line  is  broken  up  into  ten  equal  parts.  Each 
part  has  five  strokes,   thus  a  50-stroke  line  will  have  ten 
zones,   or  ten  average  words. 

At  the  end  of  the  second  line  is  the  number  20.     If  both 
lines  were  typed,   a  total  of  20  words  would  have  been  typed. 
And,   if  a  person  took  one  minute  to  type  both  lines,  his 
typing  speed  would  be  20  words  a  minute  (20  wam) . 
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Now  study  the  next  example: 


Ice  cream  is  my  favourite  food.  It  is  really  10 
enjoyable  on  a  hot  summer  day  when  the  heat  is  too  20 
stifling.     My  dad  gladly  gives 

123456789  10 


In  one  minute  the  typist  was  able  to  complete  two  full  lines 
(20  words)  and  the  third  line  up  to  the  6th  zone   (6  words) 
for  a  total  of  26  words  a  minute  (26  warn). 


Another  example: 


Ice  cream  is  my  favourite  food.     It  is  really  10 

enjoyable  on  a  hot  summer  day  when  the  heat   is  too  20 

stifling.  My  dad  gladly  gives  me  a  dollar  so  that  30 
I  can  run  down 

123456789  10 


Typing  Speed  Calculation:     Completed  lines  30 

Partial   line  _3_  (to  the  nearest  zone) 

Words  a  minute  33 


In  the  above  example,  the  typist  was  able  to  type  at  a  speed 
of  33  words  a  minute   (33  wam). 
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Try  this: 


Ice  cream  is  my  favourite  food.     It  is  really  10 

enjoyable  on  a  hot  summer  day  when  the  heat  is  too  20 

stifling.     My  dad  gladly  gives  me  a  dollar  to  that  30 

I  can  run  down  to  the  corner  grocery  store  for  the  40 
best  ice  cream  in  town. 
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Typing  Speed  Calculation:     Completed  lines 

Partial  line 
Words  a  minute 


Did  you  arrive  at  45  words  a  minute?  If  not,  you  will  need 
more  practice. 


On  the  next  page  is  a  self-correcting  exercise.     Please  try 
to  do  this  exercise  without   looking  at  your  notes.  The 
ansvjers  are  given  later  on.     When  you  are  finished,  check 
your  answers  with  this  key. 
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SELF-CORRECTING  EXERCISE 

Please  complete  the  typing  speed  calculations  in  the  following 
examples : 

Example  One: 


He  would  really  like  to  join  a  club  at  school  10 

this  year.     There  are  too  many  from  which  to  pick.  20 

He  just  cannot  make  up  his  mind.     There  is  the  Ski  30 

Club  and  the  Swim  Club  that  he  could  try  out  soon.  40 
Debate 
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Typing  speed  calcuation:    +    =   

Completed        Partial  WAM 
Lines 


Example  Two: 


He  would  really  1  ±.\e  to  join  a  club  at  school  10 

this  year.     There  are  too  many  from  which  to  pick.  20 

He  just  cannot  make  up  his  mind.     There  is  the  Ski  30 

Club  and  the  Swim  Club  that  he  could  try  out  soon.  40 
Debate  has  quite  a  record  for  hard 
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Typing  speed  calculation: 


wam 
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Example  Three: 


He  would  really  like  to  join  a  club  at  school 
this  year.  There  are  too  many  from  which  to  pick. 
He  just  cannot 
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10 
20 


Typing  speed  calculation: 


Example  Four: 


He  would  really  like  to  join  a  club  at  school 
this  year.  There  are  too  many  from  which  to  pick. 
He  just  cannot  make  up 
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10 
20 


Typing  speed  calculation: 


Example  Five: 


He  would  really  like  to  join  a  club  at  school  10 

this  year.     There  are  too  many  from  which  to  pick.  20 

He  just  cannot  make  up  his  mind.     There  is  the  Ski  30 

Club  and  the  Swim  Club  that  he  could  try  out  soon.  40 

Debate  has  quite  a  record  for  hard  work,   and  it  is  50 

exciting  at  times  too.  The  jazz  band  will  also  be  60 
something  different.     The  choice  is  quite  tough. 


1 


7 


10 


Typing  speed  calculation: 


Answers:     Example  One: 
Example  Two: 
Example  Three: 
Example  Four: 
Example  Five: 


40  +  1  =  41 
40  +  7  =  47 
20  +  3  =  23 
20  +  4  =  24 
60  +  10  =  70 
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Name :   

Assignment  3A 
Date: 


Look  at  the  five  one-minute  timings  below.  The  circled 
numbers   indicate  where   the  different   timings  stopped. 


When  you  work  with  people  every  day,   you  soon  10 
get  to  know  what   it  is  they  like  best.     You  can  be  20 

©I 

sure  that  you  will  be  able|  to  discover  what   is  the  30 

©I 

reason  for  a  frown  or  a  smile,   and  once|  you  are  in  40 

©I 

a  position!  to  make  them  sad  or  glad  you  start  then  50 

©I 

to  have  an  influence  ove|r  how  they  feel.     It  is  in  60 

©I 

your  best   interest  to  gain  their  coopeprat  ion . 
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Calculate  the  typing  speed  for  each  timing;  the  first  two  are  done 
for  you. 


Timing  1: 
Timing  2: 
Timing  3: 
Timing  4: 
Timing  5: 


20 


2  5  wam 


30 


38 


Reminder:     This  column  refers  to  the  completed  lines 
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Assignment  3B 


Now  you  are   in  a  position  to  try  your  first  timing  exercise. 
As  mentioned  earlier,    timings  will  become  a  regular  part  of 
this  course.      It   is,    therefore,    important   that  you  do  them 
correctly.     Get   into  the  right  habits  from  the  start. 


Please  follow  these  steps  for  timings: 


1.  Insert  a  fresh  sheet  of  paper,  making  sure   that  margins 
are  set  correctly  and  that  your  paper  is  centered. 

2.  Set  your  first  tab  five  spaces  from  the  left  margin. 
Check  to  see  that  the  tab  is  set  correctly. 

3.  Line  space  regulator  should  be  set  at   (1).  Return 
seven  times  so  that  you  start  on  line  seven. 

4.  With  your  eyes  on  the  copy,  wait  for  the  signal  to 
start.     The  person  timing  you  will  tell  you  when  to 
start.     It  would  be  best  to  have  someone  else  time  you. 
You  may  use  any  timing  device. 

5.  When  one  minute   is  up,    stop.     Return  seven  times. 

6.  While  your  paper  is  still  in  the  machine,   circle  your 
errors.     Please   look  very  carefully  for  errors.     A  good 
typist  will  not  overlook  a  single  error. 

7.  In  this  lesson,    if  a  timing  has  more  than  two  errors, 
it  does  not  count.     Write  INVALID  across  the  timing. 

8.  You  will  have  to  submit  THREE  valid  timings.  After 
completing  each  timing,   go  on  to  the  next  one.  Repeat 
this  process  until  THREE  valid  timings  are  reached. 
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9.     Remove  the  paper.     Calculate  your  speed  and  show  the 
calculations  below  each  timing.     Refer  to  the  example 
if  in  doubt. 

10.  Erasing  is  NEVER  permitted  in  timings.     Please  do  not 
correct  your  typing  mistakes. 

11.  Write  your  name,   assignment  number  and  the  date   in  the 
top  left  corner. 

Please  note:     The  higher  your  typing  speed,  the 
better  will  be  your  grading  for 
this  lesson. 


Please  take  three  one-minute  timings  on  the  following 
exercise.     Make  sure  that  the  timings  are  valid — no  more 
than  two  errors  in  each  timing. 


Timings  serve  a  very  useful  purpose.  Through 
them  the  typist  gets  an  idea  of  the  progress  being 
made.  Several  invalid  timings  mean  that  keys  have 
not  been  learned  well.  These  students  should  then 
go  back  and  practise  the  keyboard.  A  low  speed  is 
also  an  indication  that  there  is  a  need  for  review 
of  the  alphabetic  keyboard. 


10 
20 
30 
40 
50 
60 
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EXAMPLE 


Timings  serve  a  very  useful  purpose.  Throu^ 
them  the  typist  gets  an  idea  of  the  progress  (5i_eng) 
made.     Several  inv 

50  +  ^-3-^  oof^w- 


Timings 
them  the  typist 
made.  Several 


ful  purpose_.  Through 
of  the  (6orgree)  being 


Timings  serve  a  very  useful  purpose.  Through 
them  the  typist  gets  an  idea  of  the  progress  being 
^made)  Several  invalid  timings  mean  that 


Timings  serve  a  very  useful  purpose.  Through 
them  the  typist  gets  an  idea  of  the  progress  being 
made.     ^evetea^X  invalid  timings 
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Assignment  3C 

A  minimum  speed  of  20  WAM  should  be  your  goal  at  this  stage. 
If  you  are  having  difficulty  attaining  this  goal,   then  you 
will  have  to  practise  a  great  deal  more. 

Here  is  another  assignment  on  timings.     Please  check  the 
instructions   for  Assignment  3B. 

Take  three  one-minute  timings  on  the  following  exercise. 
Make  sure  that  you  have  three  VALID  timings — each  timing 
should  have  no  more  than  two  errors. 


Most  students  enjoy  timings  because  they  tell  10 

the  student  where  mistakes  are  made.     All  students  20 

should  strive  to  work  seriously  when  doing  timings  30 

at  home.     Instructions  should  be  followed  when  all  40 

timings  are  attempted.     If  in  doubt,  make  sure  the  50 

instruction  sheet  is  checked.  Follow  the  steps  on  60 
the  sheet  one  by  one. 

123456789  10 


SECTION  E:  POSTURE  CHECK 

While  you  are  doing  the  next   few  exercises,   please  do  another 
posture  check.     You  may  check  yourself,   or  better  still,  get 
someone  else  to  rate  you. 

Please  do  not  send  in  the  posture  check.     Try  to  improve  on 
those  areas  in  which  you  are  having  problems. 


Typewriting  10 


-  25  - 


Lesson  3 


POSTURE  CHECK:     Check  Sheet   for  Basic  Techniques  of  Typewriting 

VERY  SATIS-  CAN 

GOOD  FACTORY  IMRPOVE 

1.     Posture  at  the  Typewriter 

a.  Comfortable,   relaxed  position       

b.  Body  centered  on  J  key       

c.  Feet  flat  on  the  floor       

d.  Elbows  in,  relaxed     

e.  Fingers  well  curved       

f.  Wrists   flat,   relaxed,   but  off 

the  frame  of  the  typewriter       


2.     Key  Stroke 

a.  Finger-reach  action  with  fingers 
close  to  keys 

b.  Quick  snap  stroke  with  immediate 
key  release 

c.  Hands,  wrists,   arms  quiet  and 
re laxed 

d.  Uniform  key-stroking  action 

e.  Each  key  struck  with  correct 
finger 
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VERY  SATIS-  CAN 

GOOD  FACTORY  IMRPOVE 

3.     Continuity  and  Rhythm 

a.       Carriage  moving  continuously       


b.  Smooth,  fluent  rhythm  which 
varies  according  to  kind  of 
copy  being  typed 


4.     Carriage  Return 

a.  Carriage  returned  quickly  at 
ends  of  lines 

b.  New  line  started  without  break 
or  pause 

c.  Eyes  on  copy 


5.     Space  Bar  Action 

a.  Right  thumb  curved 

b.  Strike  with  quick  motion  of 
the  thumb 

c.  Space  bar  released  instantly 


NOTE:     Please  do  not  send  this  sheet  in. 

Try  to  improve  on  your  weaker  areas. 
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SECTION  F:  NUMBERS 

I  trust  that  typing  the  alphabetic  keys  was  not  too  painful. 
Our  next  goal   is  to  type  numbers.      In  the  remainder  of  this 
lesson  we  will   learn  to  type  the  numbers  1,   2  and  3. 

Before  you  start  to  type,   please  check  the  following: 

1.  Set  your  margins  for  a  50-space  line. 

2.  The  line  space  regulator  should  be  set  at  (1). 

3.  Insert  and  align  your  paper  correctly. 

4.  Return  seven  times.     You  should  now  be  on  line  seven. 
On  this  line  type  your  full  name.     This  will  be  easy  to 
do  now  that  you  can  type  all   letters  of  the  alphabet. 

5.  Return  three  times.     You  should  now  be  on  line  10. 
Good  Luck! 


The  number  one  (1)  does  not  appear  on  all  typewriters.  If 
your  machine  does  not  have  this  key,   use  the  "1"   {JS)  key. 
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The  Number  "1 


Use  the  "a"  finger. 


Ill  aaa  111  aaa  lal  lal  ala  ala  aall  llaa  aall  111 
111  aaa  111  aaa  lal   lal  ala  ala  aall   llaa  aall  111 

11  boys;  111  girls;  11  animals;  111  apples;  1  dog. 
11  boys;    111  girls;    11  animals;   111  apples;    1  dog. 

The  111  excited  children  visited  all  11  ice  rinks. 
The  111  excited  children  visited  all  11   ice  rinks. 

Mr.  and  Mrs.  Stoik  have  11  beautiful  children  too. 
Mr.   and  Mrs.   Stoik  have   11  beautiful  children  too. 

This  is  the  11th  time  I  am  asking  him  to  paint  it. 
This   is   the   11th  time   I  am  asking  him  to  paint  it. 
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The  Number  "2 


Use  the  "s"  finger. 

222  sss  222  sss  s22  s22  2s2  2s2  22ss  ss22  2x2  2x2x 
222  sss  222  sss  s22  s22  2s2  2s2  22ss  ss22  2x2  2x2x 

22  sites;  21  swings;  12  signals;  212  sketches;  122 
22  sites;   21  swings;   12  signals;   212  sketches;  122 

All  21  trees  on  12th  Avenue  seem  to  be  quite  tall. 
All  21  trees  on  12th  Avenue  seem  to  be  quite  tall. 

The  12  artists  completed  2112  sketches  in  one  day. 
The  12  artists  completed  2112  sketches  in  one  day. 


My  neighbour  has  212  comic  books  and  221  stickers. 
My  neighbour  has  212  comic  books  and  221  stickers. 
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The  Number  "3 


Use  the  "d"  finger. 

333  ddd  ccc  333  ddd  ccc  3d3  c3c  d3d  3ed  cde3  dd33e 
333  ddd  ccc  333  ddd  ccc  3d3  c3c  d3d  3ed  cde3  dd33e 

33  dots;  31  dimes;  23  columns;  32  dishes;  33  toys. 
33  dots;   31  dimes;   23  columns;   32  dishes;   33  toys. 

This  is  the  day  that  all  33  cousins  will  visit  us. 
This  is  the  day  that  all  33  cousins  will  visit  us. 

The  librarian  wanted  312  books  to  stock  the  shelf. 
The   librarian  wanted  312  books  to  stock  the  shelf. 

His  vehicle  was  the  213th  one  to  park  in  the  zone. 
His  vehicle  was  the  213th  one  to  park  in  the  zone. 
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Assignment  3D 

The  next  two  assignments  are  one-minute  timings.  Before 
starting,   please  follow  these  instructions: 

1.  Line  50. 

2.  Spacing:  1. 

3.  Tab  5. 

4.  Start  on  line  7. 

5.  On  line  7,    type  your  full  name.     Return  once. 

6.  You  are  now  on  line  8.     Type  "Assignment  3D."  Return 
once . 

7.  You  are  now  on  line  9.     Type  "Date."     Later  on  you  will 
write  the  date  in.     Do  not  type  it  in  now  because  you 
have  not  as  yet   learned  all  the  number  keys. 

8.  Return  three  times.     You  are  now  on  line  12. 

Please  refer  to  the  instructions  on  setting  up  timings. 
These  are  found  just  before  Assignment  3B.     It   is  important 
that  you  send  in  THREE  valid  timings.     A  VALID  timing  has  no 
more  than  TWO  errors. 


Take  three  one-minute  timings  on  the  following: 


The  correspondence  school  has  over  132  people 
working  full  time.  The  new  building  in  Barrhead  is 
quite  beautiful.  Our  teaching  staff  of  almost  111 
is  made  up  of  both  permanent  and  contract  workers. 
Barrhead  is  a  little  more  than  123  kilometers  from 
the  capital  city  of  Edmonton.  Our  students  are  at 
present   found  in  all  parts  of  Alberta. 


10 
20 
30 
40 
50 
60 
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Assignment  3E 

Please  follow  the  same  instructions  as  indicated  in  the 
other  timing  exercises. 

Take  three  one-minute  timings  on  the  following: 

Our  school  also  has  a  number  of  students  from  10 

other  parts  of  the  world.     They  are  usually  people  20 

from  Alberta  who  are  temporarily  out  of  province.  30 

We  offer  courses  to  students  from  grade  1   to  grade  40 

12.     People  are  usually  surprised  that  we  start  at  50 

grade  1.     At  present  we  have  over  thirty  thousand  60 

students,  and  it  is  a  pleasure  to  have  you  included  70 
in  that  number. 
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Please  check: 

1.  For  both  assignments,   do  you  have  three  VALID  timings? 

2.  Did  you  show  calculations  below  each  timing? 


If  in  doubt,  please  check  the  example  shown  after  Assignment 
3B. 
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SECTION  G:  REVIEW 

Name :   

Assignment  3F 
Date: 


A.       Calculating  Speed 

Please  calculate  the  speed  for  the  five  one-minute 
timings  shown  below: 


The  green  tree  in  the  corner  of  this  yard  has  10 

©I 

grown  just  a  little|  bit  every  year.     It  is  a  great  20 


1.     ?t|  al 


place  for  a  squirrel.     lt|  also  offers  shade.     This  30 

0  1  ©  I 

is  a  tremendpus  advantage  in  the|  summer  when  it  is  40 
hot.     What  a  cool  place  to  lie  down  and  read  books  50 

©  I 

or  magazine|s. 
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1  .    +    =    warn 

2 .    +    =    warn 

3 .    +    =    wam 

4.    +    =    wam 

5 .  +  =  wam 
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B.       Margin  Setting 

Complete  the  following  table: 

LEFT 
MARGIN 

1.  Line  30   

2.  Line  40   

3.  Line  50   

4.  Line  60   

5.  Line  70 


C.       Spacing  after  Punctuation 

1.  How  many  spaces  follow  a  period  at  the  end 
of  a  sentence? 

2.  How  many  spaces  follow  a  comma? 

3.  How  many  spaces  follow  a  period  after  an 
abbreviation  within  a  sentence? 

4.  How  many  spaces  follow  a  semicolon? 

5.  How  many  spaces  follow  the  "a."  in  a.m.? 


CENTER 

60 
60 
65 
45 
50 


RIGHT 
MARGIN 
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Assignment  Check 

Check  off  each  of  the  following  as  you  insert  it  into  the 
envelope : 

Assignment  3A  Calculating  Speed   

Assignment  3B  One-minute  Timing   

Assignment  3C  One-minute  Timing   

Assignment  3D  One-minute  Timing   

Assignment  3E  One-minute  Timing 

Assignment  3F  Review   


Self-Evaluat ion 

Time  to  sit  back  and  evaluate  your  progress  up  to  this  stage. 

VERY        SATIS-  CAN 
GOOD       FACTORY  IMPROVE 

1.  Alphabetic  Keys       

2.  Numeric  Keys       

3.  Setting  Margins       

4.  Calculating  Speed 

5.  One-minute  Timings     

6.  Posture     

You  have  come  a  long  way  since  you  typed  your  first  alpha- 
betic key.     In  the  next   lesson  you  will  practise  the  rest  of 
the  numbers  and  a  few  special  characters. 

Lesson  4,   here  we  come! 
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Welcome  to  Lesson  4 — the  last  lesson  in  this  module.  By  the 
end  of  this   lesson  you  should  be  able  to: 

I     I  type  all  the  alphabetic  keys; 

I     I  type  all  the  , number  keys; 

I     I  type  the  special  keys 

I     I  use  the  correct  posture; 

I     I  space  correctly  after  punctuations; 

I     I  detect  typing  errors; 

{     }  take  one-minute  timings  and  calculate 
typing  speed; 

{     )  type  at  20  words  a  minute  at  least. 


I  wish  you  luck  as  you  go  through  the  following  exercises. 
You  will  enjoy  a  great  sense  of  achievement  when  this  module 
is  over.     How  much  you  have   learned  since  you  first  started 
this  course! 
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SECTION  A:  REVIEW 


Review  Exercise  1 

Line  50 
Spacing  1 

Please  type  the  following  three  lines  once.     If  you  make 
more  than  three  errors,    try  it  again.     Do  not  go  on  to  the 
next  review  exercise  unless  you  can  type  these  three  lines 
with  three  errors  or  less. 

At  least  23  of  the  32  sketches  were  made  by  12  of 
the  artists  for  the  shows  on  March  11,  12  and  13. 
We  need  2  or  3  more  sketches  for  the  3  p.m.  show. 


Review  Exercise  2 

Line  50 
Spacing  1 
Tab  5 


Please  type  the  following  paragraph  once.     If  you  make  more 
than  FIVE  errors  in  the  entire  paragraph,   do  it  over  again. 
Keep  on  trying  until  you  reach  the  goal  of  five  errors  or 
less . 


To  see  the  artists  paint  is  a  joy.  The  zeal 
with  which  they  work  to  have  the  exact  tints  show 
up  on  the  pad  is  fun  to  watch.  As  they  glide  the 
new  brush  quickly  across  the  pad,  the  bright  hues 
take  form  and  bring  smiles  to  our  faces. 
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SECTION  B:  NEW  NUMBER  KEYS 

The  Number  "4" 


Use  the  "f"  finger. 


Line  50 
Spacing  1 

444  fff  444  rrr  444  vvv  4f4  4r4  4v4  44f  44r  44v  44 
444  fff  444  rrr  444  vvv  4f4  4r4  4v4  44f  44r  44v  44 

44  frames;  4  rivers;  41  vases;  342  roses;  432  runs 
44  frames;   4  rivers;   41  vases;   342  roses;   432  runs 

4,324  days;  3,214  months;  2,234  years;  4  films;  44 
4,324  days;   3,214  months;   2,234  years;   4  films;  44 

This  typing  course  usually  goes  out  to  people 
who  would  like  to  type  at   least  34  words  a  minute 
by  the  last  lesson.     Success  will  depend  on  effort 
put   into  the  course.     One  can  type  22,   23  or  even 
24  words  a  minute  at  this  stage. 
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The  Number  "5 


Use  the  "f"  finger. 

555  fff  555  ggg  555  ttt  555  bbb  5f5  5t5  5b5  5g5  55 
555  fff  555  ggg  555  ttt  555  bbb  5f5  5t5  5b5  5g5  55 

55  fish;  555  giants;  54  trees;  543  babies;  5  birds 
55  fish;   555  giants;   54  trees;   543  babies;   5  birds 

5,432  students;  4,215  courses;  33,524  red  flowers. 
5,432  students;   4,215  courses;   33,524  red  flowers. 

In  addition  to  learning  to  type  all  letters 
of  the  alphabet,   the  typing  ten  student  practises 
typing  all  ten  number  keys  by  the  end  of  the  4th 
lesson.     In  all  there  are  about  43  keys  to  be 
learned . 
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The  Number  "6" 


Use  the  "j"  finger. 

666  jjj  666  hhh  666  yyy  666  nnn  6j6  6n6  6y6  6n6  66 
666  jjj  666  hhh  666  yyy  666  nnn  6j6  6n6  6y6  6n6  66 

66  jars;  666  houses;  6,513  names;  56,632  red  pens. 
66  jars;   666  houses;   6,513  names;   56,632  red  pens. 

Numbers  are  typed  fairly  frequently  and  it  is 
important  that  all  students  have  sufficient  time 
to  practise  the  typing  of  numbers.     Because  typing 
is  a  skill  you  have  to  work  at  on  a  regular  basis, 
set  aside  23,   24,   25  or  even  26  minutes  daily  for 
this. 
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The  Number  "7" 


Use  the  "j"  finger. 


Ill  jjj  "777  uuu  777  mmm  7j7  7u7  7m7  j7j  m7m  u7u  77 
^"77   jjj   777  uuu  777  mmm  7j7   7u7   7m7   j7j  m7m  u7u  77 

77  men;  777  uncles;  765  jokers;  77,431  book  cases. 
77  men;    777  uncles;   765  jokers;   77,431  book  cases. 

Doing  your  lessons  off  and  on  does  little  to 
help  you  to  master  the  various  keys.  Type  daily; 
establish  a  routine  so  that  at  least  half  an  hour 
a  day  is  spent  at  your  typewriter.  At  the  moment 
your  speed  may  be  25  words  a  minute  or  more.  We 
have  had  students  in  this  course  type  37,  46,  47 
and  up  to  52  words  a  minute. 
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The  Number  "8" 


Use  the  "k"  finger. 

888  kkk  888  Hi  888  ,,,  8k8  8i8  8,8  k8k  i8i  ,8,  88 
888  kkk  888  iii  888   ,,,   8k8  8i8  8,8  k8k  i8i   ,8,  88 

8  kites;  88  ink  bottles;  876  hills;  8,142  children 
8  kites;   88  ink  bottles;   876  hills;   8,142  children 

You  usually  learn  more  about  driving  a  car  if 
you  actually  drive.     The  same  is  true  of  typing  as 
well.     The  more  you  type,   the  better  you  will  get. 
One  of  the  best  ways  to  improve  speed  is  to  type 
on  a  regular  basis.     Aim  for  26,   27  or  28  words  a 
minute . 
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The  Number  "9 


Use  the  "1"  finger. 

999  111  999  ooo  999  ...  999  919  9o9  9.9  191  o9o  99 
999  111  999  ooo  999  ...   999  919  9o9  9.9  191  o9o  99 

99  lakes;  999  oranges;  9,876  apples;  89,421  goats. 
99  lakes;   999  oranges;   9,876  apples;   89,421  goats. 

You  have  almost  come  to  the  end  of  typing  all 
number  characters.     Just  one  to  go  and  you  would 
have  practised  all  the   letters  and  numbers.  Keep 
at  it  regularly  and  you  will  become  a  good  typist 
in  a  short  while.     Make  sure  that  more  than  29 
minutes  each  day  are  spent  at  the  typewriter.  It 
will  be  better  if  32  to  38  minutes  or  more  are 
used  daily. 
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The  Number  "0" 

If  zero  does  not  appear  on  your  typewriter,  use  the  capital 
"0.  " 


Use  the  ";"  finger. 


000  ;;;  000  ppp  000  PPP  OpO  0;0  ;0;  100,  200,  300. 
000   ;;;  000  ppp  000  PPP  OpO  0;0   ;0;   100,   200,  300. 

100  people;  200  parts;  300  plants;  400  pins;  5,000 
100  people;   200  parts;   300  plants;   400  pins;  5,000 

4,011  foxes;  96,308  Americans;  147,093  bugs;  4,703 
4,011  foxes;   96,308  Americans;   147,093  bugs;  4,703 

7,809  sheep;  85,290  Canadians;  258,604  mice;  5,820 
7,809  sheep;   85,290  Canadians;   258,604  mice;  5,820 

3,560  lions;  74,106  Albertans;  369,740  dogs;  6,901 
3,560  lions;   74,106  Albertans;  369,740  dogs;  6,901 
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We  will  pause  at  this  point  to  try  two  more  assignments  on 
timed  writings.     These  timings  should  be  set  up  as  shown  in 
Lesson  3. 


Assignment  4A 

Line  50 
Spacing  1 
Tab  5 

Submit  THREE  valid  one-minute  timings — a  valid  timing  has  no 
more  than  TWO  errors. 


It  must  be  exciting  to  be  able  to  type  all  of  10 

the  alphabetic  keys  and  most  of  the  number  keys  as  20 

well.     The  time  is  fast  approaching  when  you  can  30 

say  that  you  have  mastered  the  typing  keyboard.  40 

After  Lesson  4  you  will   learn  to  center  all  the  50 

typing  on  a  page.     Well-centered  work  is  usually  60 

very  attractive.     Correct  placement  on  the  sheet  70 

may  bring  you  55  per  cent  or  more  of  the  total  80 
mark . 


123456789  10 


Now  you  can  type  all  the  details  at  the  top  of  the  page.  On 
line  7  type  your  name,   below  that   (on  line  8)   type  Assignment 
4A  and  on  line  9  type  the  date. 

Please  check  very  carefully  for  errors.     If  a  timing  is 
invalid  (more  than  two  errors),  write  INVALID  across  the 
timing.     Send  in  THREE  valid  timings   in  this  assignment. 
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Assignment  4B 

Line  50 
Spacing  1 
Tab  5 


Submit  THREE  valid  one-minute  timings — a  valid  timing  has 
more  than  TWO  errors. 

Timings  sometimes  make  people  nervous  because 
they  feel  that  they  are  under  pressure  to  perform 
well.  Although  this  is  true,  timings  should  be  no 
different  from  regular  practice.  If  you  can  type 
25  words  a  minute  while  practising,  you  should  be 
able  to  type  22  or  more  words  a  minute  when  being 
t  imed. 


10 

20 
30 
40 
50 
60 


1 


2 


3 


4 


5 


6 


7 


8 


9 


10 


Don't  forget  to  set  this  up  as  shown  in  Lesson  3. 


SECTION  D: 


POSTURE  CHECK 


Please  complete  the  posture  check  found  on  the  next  page 
while  you  are  typing  the  next  few  exercises.     You  may  get 
someone  else  to  check  these  off  for  you. 
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POSTURE  CHECK:     Check  Sheet  for  Basic  Techniques  of  Typewriting 

VERY  SATIS-  CAN 

GOOD  FACTORY  IMPROVE 

1.     Posture  at  the  Typewriter 

a.  Comfortable,   relaxed  position       

b.  Body  centered  on  J  key       

c.  Feet  flat  on  the  floor       

d.  Elbows  in,  relaxed 

e.  Fingers  well  curved       

f.  Wrists  flat,   relaxed,   but  off 

the  frame  of  the  typewriter       


Key  Stroke 

a.  Finger-reach  action  with  fingers 
close  to  keys 

b.  Quick  snap  stroke  with  immediate 
key  release 

c.  Hands,  wrists,   arms  quiet  and 
re laxed 

d.  Uniform  key-stroking  action 

e.  Each  key  struck  with  correct 
finger 
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VERY  SATIS-  CAN 

GOOD  FACTORY  IMPROVE 

3.     Continuity  and  Rhythm 

a.  Carriage  moving  continuously       

b.  Smooth,    fluent  rhythm  which 

varies  according  to  kind  of       

copy  being  typed 


4.     Carriage  Return 

a.  Carriage  returned  quickly  at 
ends  of  lines 

b.  New  line  started  without  break 
or  pause 

c.  Eyes  on  copy 


5.     Space  Bar  Action 

a.  Right  thumb  curved 

b.  Strike  with  quick  motion  of 
the  thumb 

c.  Space  bar  released  instantly 


NOTE:     Please  do  not  send  this  sheet  in. 

Try  to  improve  on  your  weaker  areas. 
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SECTION  D:  SPECIAL  CHARACTER  KEYS 

Now  that  you  know  all  the  number  and  alphabet  keys,  we  wi 
try  some  special  character  keys. 

The  '7"  Key 


Use  the  ";"  finger. 

///  ;;;  ///  ppp  ///  ;/;  p/p  /;/  /p/  //pp  //;;  p/;/ 
///   ;;;    ///  ppp  ///    ;/;   p/p  /;/   /p/   //pp  //;;  p/;/ 

boy/girl;  woman/man;  this/that;  day/night;  pit/pat 
boy/girl;   woman/man;    this/that;   day/night;  pit/pat 

today / tomorrow ;  June/July;  July/August;  sand/water 
today/ tomorrow;   June/July;   July/August;  sand/water 

Monday /Tuesday ;  Wednesday /Thursday ;  Friday/Sunday. 
Monday/Tuesday;  Wedne sday /Thursday ;   Friday /Sunday . 

40/50;  100/200;  598/623;  hyphen/colon;  Dick/James. 
40/50;    100/200;   598/623;   hyphen/colon;  Dick/James. 
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Hyphen/Dash 


A  hyphen  is  used  in  a  compound  word,  e.g. 

par t-t  ime 
se 1 f-made 

No  spaces  are  left  before  or  after  a  hyphen, 


A  dash  is  used  to  separate  thoughts,  e.g. 


That  tree — the   large  one — is  quite  pretty. 
This  office  gives  excellent  service — on  time. 


A  dash  is  made  with  two  hyphens. 

No  spaces  are  left  before  or  after  a  dash. 
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The  Hyphen  (-)  and  Dash  ( — ) 


Use  the  ";"  finger. 


—  ppp  —  ; ; ;  —  /  /  /  —  ; ; ;  —  /  /  /  ; ; ;  /  /  — 

—  ppp  —  ; ; ;  —  /  /  /  —  ; ; ;  —  /  /  /  ; ; ;  /  /  — 

part-time;  one-third;  self-made;  one-fifth;  in-law 
part-time;   one-third;    self-made;   one-fifth;  in-law 

The  cars — all  212  of  them — should  be  recalled  now. 
The  cars — all  212  of  them — should  be  recalled  now. 

The  49,387  spring/ summer  catalogues  are  off-white. 
The  49,387  spring/ summer  catalogues  are  off-white. 

I  hope  she  will  cooperate  with  the  vice-president. 
I  hope  she  will  cooperate  with  the  vice-president. 
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Up  to  this  stage,  we  have   learned  the  following  punctuation 
keys:     period  (.),   comma  (,)  and  the  semicolon  (;).     Now  we 
will  practise  the  question  mark  (?).     After  the  question 
mark  we  leave  two  spaces. 


The  Question  Mark  (?) 


Use  the  finger  and  SHIFT. 


???  ///  ???  ;;;  ???  ppp  ???  ;;;  ?p?  p?p  ?;?  ;?;  ?? 
???    ///    ???    ;;;    ???   ppp    ???    ;;;    ?p?   p?p    ?;?    ;?;  ?? 

What?  When?  Where?  Who?  Why?  How?  Now?  She? 
What?     When?     Where?     Who?     Why?     How?     Now?  She? 

(Did  you  leave  two  spaces  after  the  question  mark?) 

When  should  he  come?  Why  did  he  wear  a  gray  suit? 
When  should  he  come?     Why  did  he  wear  a  gray  suit? 

When  will  the  July/August  magazine  article  arrive? 
When  will   the  July/August  magazine  article  arrive? 

Why  did  the  man — that  happy  person — resign  at  all? 
Why  did  the  man — that  happy  person — resign  at  all? 
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The  Colon  (:) 

Leave  two  blank  spaces  after  the  colon. 


Use  the  finger  and  SHIFT. 


:  : :  ppp  ; ; ;  : :  :  PPP  ???  ///  :  : :  :p:  ; :  ;  :?:  :/:  ;  ; 
:::   ppp   ;;;    :::   PPP  ???   ///   :::    :p:    ;:;    :?:    :/:  ;; 

wheat:  barley:  oats:  corn:  peas:  beans:  pork 
wheat:     barley:     oats:     corn:     peas:     beans:  pork 

Dear  Jane:  Do  you  like  the  song  that  Jerry  sings? 
Dear  Jane:     Do  you  like  the  song  that  Jerry  sings? 

These  courses  are  really  good:  art,  drama,  dance. 
These  courses  are  really  good:     art,   drama,  dance. 

Three  members  went:  Krishna,  Corina,  and  Marlene. 
Three  members  went:     Krishna,   Corina,   and  Marlene. 
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The  Underline  Key 

To  underline  a  word  or  group  of  words: 

1.  Type  the  word  or  words. 

2.  Backspace  to  the  first   letter  in  the  word  or  words  to 
be  underlined. 

3.  Depress  the  shift  lock. 

4.  Strike  the  underline  key  repeatedly  until  all  the  words 
have  been  underlined. 


NOTE: 

1.  Do  not  underline   the  punctuation  or  space 
following  an  underlined  word  or  group  of  words. 

Example:      I   like  to  read  Pilgrim's  Progress. 

This  is  not  the  best  store. 

(If  the  punctuation  is  a  part  of  a  title,  then 
underline   it   too.     e.g.     Oaklahoina !  ) 

2.  But,   do  underline  the  punctuation  or  space  within 
a  group  of  underlined  words. 

Example:     It   is  very,   very  well  done. 
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The  Underline  Key  (_) 


Use  the 


finger  and  SHIFT, 


PPP  /// 
PPP  /// 


PPP 
PPP 


?  ?  ? 
?  ?  ? 


This  is  not  the  way  to  do  it.     Do  it  this  way  now, 

This  is  not  the  way  to  do  it.     Do  it  this  way  now. 

She  enjoyed  reading  the  book  Jock  of  the  Bushveld, 

She  enjoyed  reading  the  book  Jock  of  the  Bushveld, 

Dear  Adama:     Please  type  Assignment  4B  at  the  top, 

Dear  Adama:     Please  type  Assignment  4B  at   the  top, 


Who  and  whom  are  two  words  that  often  confuse  him. 
Who  and  whom  are  two  words  that  often  confuse  him, 
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Assignment  4C 

Type  this  assignment  on  a  full  sheet  of  paper.  Before  you 
start  please  follow  these  instructions: 

1.  Line  50,   Spacing  1. 

2.  Type  your  name  on  line  7. 

3.  Type  Assignment  4C  on  line  8. 

4.  Type  the  date  on  line  9. 

5.  Return  18  times.     You  should  be  on  line  27. 

Type  the  following  as  shown.     If  you  make  more  than  four 
errors  you  will  have  to  type  it  over. 

Mr.  and  Mrs.  S.  D.  Sym  have  9  675  reference  books. 
Mr.   and  Mrs.   S.   D.   Sym  have  9  675  reference  books. 

Where  can  I  find  the  June/July  copy  of  this  paper? 
Where  can  I  find  the  June/July  copy  of  this  paper? 

It  has  been  told — by  several  people — that  he  runs. 
It  has  been  told — by  several  people — that  he  runs. 

There  are  97  pages  in  the  book — all  in  bold  print. 
There  are  97  pages  in  the  book — all  in  bold  print. 

All  books  on  this  shelf — including  those — are  old. 
All  books  on  this  shelf — including  those — are  old. 


After  typing  the  exercise,   circle  all  the  errors.  Please 
look  very  carefully  for  errors.     Write  down  the  number  of 
errors  at  the  bottom  of  the  page.     If  you  have  more  than 
four  errors,   please  do  not   submit  this  assignment.     Do  it 
over . 

If   in  doubt  about  how  to  set  up  this  assignment,  please 
refer  to  the  example  on  the  next  page. 
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Denzil  Pon 
Assignment  4C 


(line  7) 
(line  8) 


February  23,    1985       (line  9) 


Mr.  and  Mrs.  S.  D.  Sym  have  9  675  reference  books. 
Mr.   and  Mrs.   S.   D.   Sym  have  9  675  reference  books. 

Where  can  I  find  the  June/July  copy  of  this  paper? 
Where  can  I  find  the  June/July  copy  of  this  paper? 

It  has  been  told — by  several  people — that  he  runs. 
It  has  been  told — by  several  people — that  he  runs. 


There  are  97  pages  in  the Qsook^—) a  1 1  in  bold  print 
There  are  97  pages  in  the  book — all  in  bold  print. 


All  books  onCtjJisJ)shelf — including  those — are  old. 
All  books  on  this  shelf — including  those — are  old. 
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Assignment  4D 

Line  50 
Spacing  1 

Line  7:     Type  your  name. 
Line  8:     Type  Assignment  4D. 
Line  9:     Type  the  date. 

Return  18  times  so  that  you  are  on  line  27. 

Type  the  following  making  no  more  than  four  errors: 


Will  he  come?  I  have  45  questions  to  ask  him  too. 
Will  he  come?     I  have  45  questions  to  ask  him  too. 

What?  You  expect  me  to  believe  this  made-up  joke? 
What?     You  expect  me  to  believe  this  made-up  joke? 

That  ship  landed  on  April  13,  1946 — that  is  right. 
That  ship  landed  on  April  13,    1946 — that  is  right. 

My  friend  has  9  405  marbles  in  his  old  collection. 
My  friend  has  9  405  marbles  in  his  old  collection. 

Can  it  be  true?  I  do  not  think  so.  Do  you?  Yes? 
Can  it  be  true?     I  do  not  think  so.     Do  you?  Yes? 


Circle  all  errors.  Do  not  submit  this  assignment  if  it  has 
more  than  four  errors.     Please  do  it  over. 


Typewriting  10 


-  24  - 


Lesson  4 


SECTION  E:  REVIEW 
SELF-CORRECTING  EXERCISE 

Fill  in  the  answers  in  the  appropriate  places  and  then  check 
the  answers  with  those  found  at  the  end  of  the  exercise. 

How  many  spaces  follow: 

1.  a  period  at  the  end  of  a  sentence? 

2.  a  period  after  an  abbreviation  within  a 

sentence?   

3.  a  question  mark? 

4.  a  comma?   

5.  a  semicolon? 

6.  a  colon? 


Answers:     1.  2 

2.  1 

3.  2 

4.  1 

5.  1 

6.  2 
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Name :   

Assignment  4E 
Date: 


Study  the  following  paragraph.     Numbers  are  indicated  at 
various  points  in  this  paragraph.     In  the  spaces  provided  at 
the  bottom  of  this  page,  write  down  the  number  of  blank 
spaces  that  should  be  left  after  each  punctuation  or  special 
character  shown  in  this  paragraph.     Number  one  is  done  for 
you. 

1  2 

Our  team — believe  it  or  not — won  the  game  for 

3  4 

the  first  time  this  year.     What?     Can  this  be  true? 

5  6  7 

Yes,    it  is.     Our  part-time  goalie  was  able  to  keep 

8 

the  ball  out  of  his  net.     Others  who  played  well 

9  10  11  12 

include:     Tom  K.   Yoo,   Dixon  Adams,   and  Joe  Vaert. 

13       14       15  16 

Mr.   F.   D.   Johnson,   our  coach  worked  hard  all  year 

17 

round  for  this;   so  did  the  others. 


1. 
2. 
3. 
4. 
5. 


6. 
7. 
8. 
9. 


10. 
11. 
12. 
13. 


14, 
15, 
13, 
17, 
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Name :   

Assignment  4F 

Date:   

Circle  the  errors  in  the  following  lines;  then,  in  the  answer 
column,  write  the  number  of  errors  in  each  line. 

Examples:     This  is  the (huo^e^^^that^  Jack  built.  2 
C^hen^  You  mean  today?     That  is(3oo( 


1.  Dear  Jack:     How  didyou  do  on  the  test? 

2.  Dear  Jack:     How  did  you  do  on  the  test? 

3.  Deer  Jack:     How  did  your  do  on  teh  test? 

4.  Get  me  som  blue-  gray  socks  and  sh^es. 

5.  Get  me  some  bule-gray  socks  and  shoos. 

6.  Get  me  some  blue-gray  socks  and  shoes. 

7.  I  think — well,   I  hope —  I  did  it  right. 

8.  I  think — well,    i  hope  — I  it  did  write. 

9.  I  think — well,   I  hope — I  did  it  rihgt. 

10.  Dear  Selma:   Buy  them  today;     I  will  pay  you 

11.  Dear  Selma:   Buy  then  today;     I  will  may  you, 

12.  Dear  Selma:   But  them  todey;     i  will  pay  you, 

13.  When  did  he  come?     That   is  impossible. 

14.  When  did  he  come?  That   si  imposibble. 

15.  Whem  did  he  come?     Taht   is  inpossible. 
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Typewriting  10  Module  1  Lessons  1  to  4 

QUESTIONNAIRE 

It  is  my  intention  to  offer  the  best  possible  Typewriting  10 
program  and  for  this  I  need  your  cooperation.     Your  honest 
comments  will  help  me  to  improve  this  typewriting  module. 
Please  complete  this  brief  questionnaire  and  return  it  with 
your  lesson  or  mail  it  in  separately. 

1.     Were  the  directions  and  instructions  clear?   

If  they  were  not,  could  you  please  tell  me  which  sections 
had  poor  directions. 


2.     Many  instructions  were  repeated  several  times.     Do  you 
see  a  need  for  this  repetition? 


3.     Which  section  did  you  find  the  most  difficult? 


Can  you  suggest  ways  in  which  I  can  improve  this  section? 


4.     How  did  you  find  the  one-minute  timings? 


5.     Any  further  comments  on  this  module? 


Your  cooperation  and  honesty  are  appreciated. 
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ASSIGNMENT  CHECK 


Check  off  each  of  the  following  as  you  insert  it  into  the 
envelope : 


Assignment  4A 
Assignment  4B 
Assignment  4C 
Assignment  4D 
Assignment  4E 
Assignment  4F 
Questionnaire 


Timing 
Timing 

Typed  Exercise 
Typed  Exercise 
Spacing 

Circling  Errors 


SELF-EVALUATION: 

Check  off  the  appropriate  column 

1.  All  Alphabetic  Keys 

2.  All  Number  Keys 

3.  Character  Keys 

4.  Spacing  after  Punctuation 

5.  Circling  Errors 

6.  Posture 


VERY 
GOOD 


SATIS-  CAN 
FACTORY  IMPROVE 


LESSON  RECORD  FORM 
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Date  Lesson  Received: 


Lesson  Recorded. 


Teacher's  Comments: 


St.  Serv.  14-91 


Correspondence  Teacher 


ALBERTA  DISTANCE  LEARNING  CENTRE 


MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.     BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.     POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  all  letters  in  a  separate  envelope. 


3.     POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage 
and  a  green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 

When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at 
the  same  time. 


St.  Serv.  9-91 
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MODULE  TWO 

In  the  next  four  lessons,   you  will   learn  the  following 

I  I  Symbolic  Keys   (Lesson  5) 

[  I  Correcting  Errors  (Lesson  6) 

I  I  Horizontal  Centering  (Lesson  6) 

I  I  Vertical  Centering  (Lesson  7) 

I  I  Outlines   (Lesson  8) 

I  [  Enumerations   (Lesson  8) 

I  }  Word  Division  (Lesson  8) 


With  regular,   daily  practice  you  will  be  able  to  complete 
this  module  quite  successfully.     You  are  reminded  that  I  am 
here  to  help  you  to  pass  this  course.     If  you  have  any  diffi- 
culties with  these   lessons,   do  not  hesitate  to  contact  me. 
Please  make  sure  that  you  understand  what  is  required  before 
starting  an  assignment. 

Lessons  5  to  8  each  have  ten  assignments.     Each  assignment 
is  given  a  mark  so  that  you  know  how  your  lesson  is  being 
graded.     Before  sending  in  a  lesson,   double-check  to  see  that 
everything  is  done  correctly. 

All  assignments  must  have  the  following  information  typed  at 
the  top  of  the  sheet  at  the   left  margin; 

Your  Name   (Line  7) 

The  Assignment  Number  (Line  8) 

The  Date   (Line  9) 

At  the  end  of  this  module,   you  will  be  asked  to  submit  your 
comments  to  me.     These  comments  will  help  improve  the  course. 


Enjoy  Module  Two! 


Typewriting  10 


Lesson  5 


TABLE  OF  CONTENTS 

SECTION  A:  REVIEW 

— Assignment  5A 
— Assignment  5B 

SECTION  B:  SYMBOLIC  KEYS 

— Assignment  5C 
— Assignment  5D 

SECTION  C:  SYMBOLIC  KEYS  (Continued) 

— Assignment  5E 
— Assignment  5F 

SECTION  D:  CONSTRUCTED  CHARACTERS 

SECTION  E:  TYPING  FRACTIONS 

SECTION  F:  TYPING  NUMBERS 

— Assignment  5G 
— Assignment  5H 

SECTION  G:  TIMINGS 

— Assignment  51 
— Assignment  5J 

SECTION  H:  REVIEW 


— Assignment  Check 
—  Se If -Eva  1 nation 


Typewriting  10 


-  1  - 


Lesson  5 


Welcome  to  lesson  five.     Congratulations  on  completing  the 
first  four  lessons.     You  have  successfully  mastered  the  key- 
board. 

By  the  end  of  this  lesson,   you  should  be  able  to  add  the 
following  to  your  accomplishments. 


I    I   You  will  be  able  to  type  the  following 
symbolic  keys: 

$        7o        &        (         )        #  + 


You  will  be  able  to  construct  characters 
that  may  not  appear  on  your  keyboard. 


[     I   You  will  be  able  to  type  fractions 


I     I   You  will  know  when  to  type  numbers  in 
figures,   and  when  to  type  them  in 
words . 


□ 


You  will  be  able  to  take  one-minute 
timings  and  attain  a  minimum  speed  of 
20  words  a  minute,  making  no  more  than 
two  errors. 


Good  Luck 
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SECTION  A:  REVIEW 

Assignments  5A  and  5B  are  a  review  of  what  you  have  learned 
in  lessons  one  to  four.     Each  assignment  is  worth  ten  marks. 
The  fewer  typing  errors  you  make,   the  higher  will  be  your 
mark.   If  you  do  not  follow  instructions,  you  will   lose  marks 
as  well.  Aim  for  100%  in  each  assignment. 

Instructions : 

1.  Line  50.     Please  make  sure  that  you  inserted  the  paper 
at  center.     After  you  finish  typing,   fold  the  paper  in 
half  sideways.     The  left  and  right  margins  should  be 
more  or  less  equal. 

2.  Spacing  2.     Make  sure  that  your  line  space  regulator  is 
set  correctly.     Some  typewriters  indicate  "2"  but  space 
only  If  you  are  not  too  sure  about  the   line  space 
regulator  on  the  machine  you  are  using,   try  the  following 
exercise : 

Set  your  line  space  regulator  at  one,   then  type: 

This  will  be  single  (return) 

spacing  if  the   line  (return) 

space  regulator  is  (return) 
set  at  one. 


Now  set  the  line  space  regulator  for  double  spacing  and 
then  type  the  following: 

Double  spacing  occurs  (return) 

when  one  complete  (return) 

blank  line  is   left  (return) 


between  lines  of  typing. 
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Compare  the  two  exercises  you  have  just  typed.     Is  there 
a  complete  blank  line  between  lines  of  typing  when  you 
doub le-spaced? 

3.  Tab  5.     Space  five  times  from  the  margin  and  set  a  tab, 
so  that  the  first  paragraph  is  indented  five  spaces. 

4.  Start  on  line  25.     If  you  start  on  the  wrong  line  you 
will  find  the  top  and  bottom  margins  are  unequal. 

5.  Type  the  exercise. 

6.  Circle  all  errors.     Proofread  very  carefully.     If  errors 
are  overlooked,   you  will  be  severely  penalized.     If  you 
have  more  than  four  errors,   redo  the  assignment.     A  large 
number  of  errors  indicates  that  you  need  more  practice. 
Review  lessons  one  to  four.     Indicate  the  number  of 
errors  in  the  right  margin.     Please  refer  to  the  example. 

7.  If  you  have  four  errors  or  less,   type  your  name  on  line  7, 
the  assignment  number  on  line  8  and  the  date  on  line  9. 

8.  Double-check:     Have  you  followed  all  instructions? 
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Assignment  5A 

Line  50 
Spacing  2 

It  is  hard  to  say  what  one  thing  is  the  most 
important  to  emphasize  in  learning  to  type.  Some 
experts  feel  that  using  quick  strokes  is  half  the 
job,  or  half  of  the  art  of  building  better  skill; 
we  must  be   sure  to  use  good,    firm,    quick  strokes. 

Another  judge  will  claim  that  posture  is  the 
big  thing  to  emphasize.  All  of  the  experts  agree 
that  it  is  quite  important  that  we  never  take  our 
eyes  off  the  copy;  we  must  keep  them  on  the  copy. 
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Assignment  5B 


Line  50 
Spacing  2 


It  is  quite  easy  for  one  to  find  out  a  great 
deal  about  most  people.  When  you  want  to  analyze 
them,  just  check  the  books  they  have  saved.  That 
is  just  one  of  the  ways  that  an  expert  can  judge. 

To  analyze  or  judge  a  person,  you  would  want 
to  check  to  see  which  of  his  books  have  been  used 
most  often.  You  should  be  able  to  find  out  quite 
a   bit    from  this;    you   do  not  have  to  be  an  expert. 


Typewriting  10 


-  6  - 


Lesson  5 


Helen  Stolee 
Assignment  5A 
September  26,  1985 


It  is  hard  to  say  what  one  thing  is  the  most 
important  to  emphasize  in  learning  to  type.  Some 
experts  feel  that  using  quick  strokes Titj half  the 


job,   or  half.the  art  of  building  better  skill; 


we  must  be  sure  to  use  good,    f irm,  (quik)  strokes . 


Another  judge  will  claim  that  posture  is  the 
big  thing  to  emphasize.  All  of  the  experts  agree 
that  it  is  quite  important  that  we  never  take  our 
eyesTofjthe  copy;  we  must  keep  them  on  the  copy. 
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SECTION  G:  SYMBOLIC  KEYS 

Mastering  the  keyboard  is  not  complete  without  practising  all 
symbolic  keys.     In  this  section  you  will  be   learning  several 
of  these  keys.     Before  starting  your  practice  work,  please 
review  your  notes  on  posture  and  desk  arrangement. 

Do  not  hesitate  to  practise  a  particular  key  several  times 
if  you  are  having  difficulty. 

Line  50 
Spacing  1 

The  "S"  Key:     Even  dollars  are  typed  without  decimals  or 
zeros:     e.g.  $10. 


Use  the  "f"  finger. 


Type  two  copies  of  each  line  as  shown  below. 

$$$  fff  $$$  rrr  $$$  vvv  $$$  RRR  $$$  444  $$$  VVV  $$ 
$$$  fff  $$$  rrr  $$$  vvv  $$$  RRR  $$$  444  $$$  VVV  $$ 

The  price  of  the  pan  is  $14.  It  used  to  be  $9.48. 
The  price  of  the  pan  is  $14.     It  used  to  be  $9.48. 

We  received  a  cheque  for  $283.45  from  the  painter. 
We  received  a  cheque  for  $283.45  from  the  painter. 

The  repair  bill  of  $72  has  not  been  collected  yet. 
The  repair  bill  of  $72  has  not  been  collected  yet. 

Dad  gave  the  boys  $9  each  as  a  parting  gift  today. 
Dad  gave  the  boys  $9  each  as  a  parting  gift  today. 
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The  "7o"  Key:     No  space  is   left  between  the  number  and  the 
percent  sign:     e.g.  20%. 


Use  the  "f"  finger. 


Type  two  copies  of  each  line  as  shown  below. 


7o7o7o  fff  7o7o7o  ttt  7o7o7o  12%  23%  34%  45%  56%  67%  78%  9% 
%%%  fff  %%%  ttt  %%%  12%  23%  34%  45%  56%  67%  78%  9% 

Over  85.57o  of  our  students  do  well  in  this  course. 
Over  85.57o  of  our  students  do  well   in  this  course. 

The  records  and  tapes  cost  257o  more  in  this  store. 
The  records  and  tapes  cost  257o  more  in  this  store. 


Mr.  A.  B.  Carsons  hopes  to  increase  income  by  257o 
Mr.  A.   B.   Carsons  hopes  to  increase  income  by  257o 


Interest  rates  continue  to 
Interest  rates  continue  to 


rise  —  they  start  at  97o. 
rise  —  they  start  at  97o. 
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The  Key 


Use  the  "j"  finger. 


Type  two  copies  of  each  line  as  shown  below. 


&&&  777  &&&  jjj  &&&  uuu  &&&  mmm  &&&  hhh  &&&  nnn 
&&&  777  &&&  jjj  &&&  uuu  &&&  mmm  &&&  hhh  &&&  nnn  && 

Hope  &  Charity.  Mace  &  Son.  This  &  That.  &&&  && 
Hope  &  Charity.     Mace  &  Son.     This  &  That.     &&&  && 

Brown  &  Vinsky  have  opened  a  store  in  Main  Street. 
Brown  &  Vinsky  have  opened  a  store  in  Main  Street. 

Beatrice  was  offered  a  job  by  Amed  &  Khan  Co.  Ltd. 
Beatrice  was  offered  a  job  by  Amed  &  Khan  Co.  Ltd. 

Dean,  Lim  &  Jan  act  as  solicitors  for  his  company. 
Dean,  Lim  &  Jan  act  as  solicitors  for  his  company. 
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The  "("  and  ")"  Keys:     No  space  is  left  between  the  bracket 

and  the  word. 


Use  the  "L"  and  ";"  fingers. 


Type  two  copies  of  each  line  as  shown  below. 


()  ()  ()  (poll)  (pill)  (pail)  (milk)  (roll)  (boil) 
()    ()   ()   (poll)    (pill)   (pail)   (milk)   (roll)  (boil) 

(January)  (February)  (March)  (April)  (May)  (June.) 
(January)   (February)   (March)   (April)   (May)  (June.) 

(July)  (August)  (September)  (October.)  (November.) 
(July)   (August)   (September)   (October.)  (November.) 

(December)  (Monday)  (Tuesday)  (Wednesday)  (Friday) 
(December)   (Monday)    (Tuesday)   (Wednesday)  (Friday) 

(Thursday)  (Saturday)  (Sunday)  ($45)  (67%)  (Jack.) 
(Thursday)   (Saturday)   (Sunday)   ($45)   (67%)  (Jack.) 
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The  "#"  Key:     No  space  is  left  between  #  and  the  number. 


Use  the  "d"  finger. 


Type  two  copies  of  each  line  as  shown  below. 


###  ddd  ###  eee  ###  ccc  ###  ddd  ###  eee  ###  ccc  ## 
###  ddd  ###  eee  ###  ccc  ###  ddd  ###  eee  ###  ccc  ## 

Lot  #456.  Deed  #78.  Plan  #9876.  Room  #304.  ### 
Lot  #456.     Deed  #78.     Plan  #9876.     Room  #304.  ### 

Cheque  #731.  Order  #9012.  Seat  #A42 .  Flight  #7. 
Cheque  #731.     Order  #9012.     Seat  #A42 .     Flight  #7. 

We  received  your  cheque  #345  with  your  order  #778. 
We  received  your  cheque  #345  with  your  order  #778. 

Room  #47  is  reserved  for  purchase  orders  #77  &  #9. 
Room  #47  is  reserved  for  purchase  orders  #77  &  #9. 
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The  "+"  and  "="  Keys:     Leave  a  blank  space  on  either  side  of 

+  and  =  . 


Use  the  ";"  finger. 
Type  two  copies  of  each  line  as  shown  below. 

+++   :::    +++  ???  +++  ///  +++  ppp  +++   (((   +++  ))) 

+++  ;;;  +++  ???  +++  ///  +++  ppp  +++  (((  +++  )))  ++ 


1+2.     3  + 

4. 

5 

+ 

6.  7 

+  ^ 

I.     9  +  0. 

5  + 

4. 

1+2.     3  + 

4. 

5 

+ 

6.  7 

+  i 

I.     9  +  0. 

5  + 

4. 

+  +  + 

> 

5 

+++  : 

--==  PPP 

=  +++ 

++ 

+++ 

> 

5 

===  PPP  == 

++ 

(1+2=3) 

(4 

+ 

5 

=  9) 

(7 

+  1  =  8) 

(4  + 

5  = 

0) 

(1+2=3) 

(4 

+ 

5 

=  9) 

(7 

+  1  =  8) 

(4  + 

5  = 

9) 

(3+0=3) 

(3 

+ 

4 

=  7) 

(6 

+  2  =  8) 

(3  + 

6  = 

9) 

(3+0=3) 

(3 

+ 

4 

=  7) 

(6 

+  2  =  8) 

(3  + 

6  = 

9) 
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ASSIGNMENTS  5C  AND  5D 

Line  50 
Spacing  1 

Please  note:  1. 

2. 
3. 

4. 
5. 

6. 

Assignment  5C 

Type  two  copies  of  each  line  as  shown  below. 

Who  bought  a  $95  dress  at  Harley  &  Davies  for  $38? 
Who  bought  a  $95  dress  at  Harley  &  Davies  for  $38? 

Package  #73  weighs  38  kg;  it  is  16. 5%  lighter  now. 
Package  #73  weighs  38  kg;   it  is  16.5%  lighter  now. 

It  costs  $689.  $42  +  $35  -  $77.  (That  is  cheap.) 
It  costs  $689.     $42  +  $35  =  $77.     (That  is  cheap.) 

Lou  &  Davies  have  the  best  deal  at  13%  and  18.75%. 
Lou  &  Davies  have  the  best  deal  at  13%  and  18.757o. 

Lee  Song  scored  93.2%  (the  highest  in  that  class). 
Lee  Song  scored  93.27o  (the  highest  in  that  class). 


No  more  than  four  errors  on  each  assign- 
ment. The  fewer  the  errors,   the  higher 
the  grading. 

Each  assignment   is  worth  ten  marks. 

Type  your  name   (line  7),   the  assignment 
number  (line  8)  and  the  date   (line  9). 

Start  each  assignment  on  Line  27. 

Circle  all  errors.  Overlooked  errors 
will  be  severely  penalized. 

Write  down  the  number  of  errors  in  the 
right  margin. 
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Assignment  5D 


Type  two  copies  of  each  line  as  shown  below. 


Item  #18583  lists  at  $1.39  but  can  be  got  for  $1. 
Item  #18583   lists  at  $1.39  but  can  be  got  for  $1. 

This  is  457o  less  (approximately)  than  over  there. 
This  is  457o  less  (approximately)   than  over  there. 

Your  car  (the  Ford  Mustang)  is  very  popular  too. 
Your  car  (the  Ford  Mustang)   is  very  popular  too. 

When  Jo  &  Di  order  it  at  107o  discount,  it  is  $43. 
When  Jo  &  Di  order  it  at  107o  discount,    it   is  $43. 

$7.23  +  $5.68  =  $12.91.  She  must  pay  this  today. 
$7.23  +  $5.68  =  $12.91.     She  must  pay  this  today. 


SECTION  C:  SYMBOLIC  KEYS  (Continued) 


The  next  six  symbolic  keys  are  not   located  at  the  same  places 
on  manual  typewriters  and  on  electric  typewriters.  Two 
illustrations  precede  each  practice  exercise.     Please  use  the 
appropriate  one  for  your  machine.     Some  typewriters  may  have 
these  keys  located  elsewhere.     Please  check  your  machine. 
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The  Key 


Electric  Typewriter 
Use  the  ";"  finger. 


Manual  Typewriter 
Use  the  "k"  finger. 

Type  two  copies  of  each  line  as  shown  below. 


don't  they're   '''   Pete's  boat    '''  won't  ' 

'''    don't    '''    they're    '''   Pete's  boat    '''  won't  ' 

I'll  take  a  dollar's  worth  of  those  lovely  apples 
I'll  take  a  dollar's  worth  of  those  lovely  apples 

Pete's  car  works  well.  He  doesn't  drive  it  often 
Pete's  car  works  well.     He  doesn't  drive  it  often 

He  hasn't  returned  Mary's  book  yet.  He  won't  too 
He  hasn't  returned  Mary's  book  yet.     He  won't  too 

Don't  bring  Brenda ' s  tapes  to  Brian's  house  today 
Don't  bring  Brenda ' s  tapes  to  Brian's  house  today 
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Manual  Typewriter 
Use  the  "s"  finger. 


Type  two  copies  of  each  line  as  shown  below. 


"two";  "three";  "four";  "five";  "six";  "seven" 
"""  "two";    "three";    "four";    "five";    "six";  "seven" 

"eight";  "nine";  "ten";  "eleven";  "twelve";  "crib" 
"eight";   "nine";   "ten";   "eleven";   "twelve";  "crib" 

"It  isn't  the  best  thing  to  do,"  James  told  Peter. 
"It   isn't  the  best   thing  to  do,"  James  told  Peter. 

"Yes,"  said  Sue,  "These  songs  just  can't  be  beat." 
"Yes,"  said  Sue,   "These  songs  just  can't  be  beat." 

"Why  can't  I  also  come  to  the  dance?"  asked  Chris. 
"Why  can't  I  also  come  to  the  dance?"  asked  Chris. 
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The  'V  Key:     Do  not  space  between  the  number  and  the  symbol. 


Electric  Typewriter 
Use  the  "j"  finger. 


Manual  Typewriter 
Use  the  finger. 

Type  two  copies  of  each  line  as  shown  below. 


99t  88^  770  66(^  55^  440  330  220  110  000  980  70 
000  990  880  770  660  550  440  330  220  110  000  980  70 

The  candy  costs  540  a  bar.  It's  cheapest  at  Jo's. 
The  candy  costs  540  a  bar.     It's  cheapest  at  Jo's. 

"Each  booklet  costs  980,"  Henry  told  all  the  boys. 
"Each  booklet  costs  980,"  Henry  told  all  the  boys. 

"That's  870  more  than  I  paid  at  Bert's,"  said  Pat. 
"That's  870  more  than  1  paid  at  Bert's,"  said  Pat. 

70  +  140  =  210.  110  +  190  =  300.  530  +  430  =  960 
70  +  140  =  210.     110  +  190  =  300.     530  +  430  =  960 
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The  "@"  Key:     Space  once  before  and  after  an  @. 


Electric  Typewriter 
Use  the  "s"  finger. 


Manual  Typewriter 
Use  the  ";"  finger. 


Type  two  copies  of  each  line  as  shown  below. 


@@@  222  @@@  333  @@@  444  (g@@  555  @@@  666  @@@  777  (g@ 
@@@  222  m@  333  @@@  444  @@@  555  @@@  666  @@@  777  (g@ 

47  boxes  @  47<^  a  box.  93  kites  @  74(/:  a  kite.  @@@ 
47  boxes  @  47(/:  a  box.     93  kites  @  740  a  kite.  @@@ 

Mr.  Victor  R.  Sharma  ordered  74  kits  @  $4.75  each. 
Mr.   Victor  R.   Sharma  ordered  74  kits  @  $4.75  each. 

Why  buy  rings  @  Q3i  each  when  you  can  get  cheaper? 
Why  buy  rings  @  83(/:  each  when  you  can  get  cheaper? 

He  sold  them  @  $17.50  a  pair.  That's  quite  cheap. 
He  sold  them  @  $17.50  a  pair.     That's  quite  cheap. 
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The  Key:     Do  not  space  between  the  word  and  the 


Electric  Typewriter 
Use  the  "k"  finger. 


Manual  Typewriter 
Use  the  ";"  finger. 


Type  two  copies  of  each  line  as  shown  below. 


k''k  p"p  i-'i  paper"  kilogram-  pill-  like-  poll- 
k"k  p-p  i-'i  paper-'  kilogram-  pill-   like-  poll- 

The  book"  is  quite  good.  It  sells  for  only  $7.50. 
The  book"   is  quite  good.     It  sells  for  only  $7.50. 

She  recommends  this  manual"  for  grammar  and  style - 
She  recommends  this  manual-  for  grammar  and  style. 

A  reference  manual-  is  valuable  for  every  typist. 
A  reference  manual-   is  valuable  for  every  typist. 

Eraser's  article-  is  one  of  the  best  sources  here. 
Eraser's  article-   is  one  of  the  best  sources  here. 
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The  "!"  Key:     If  your  machine  does  not  have  the  "!"  key, 
type  backspace  and  type 


Use   the  "a"  finger. 


Type  two  copies  of  each  line  as  shown  below. 


!!!  aaa  !!!  ppp  !!!  zzz  !!!  qqq  !!!  !a!  !p!  !q!<l 
! ! !    aaa    ! ! !   ppp    ! ! !    zzz    ! ! !    qqq   ! ! !    !a!    !p!    ! q ! q 

Look!  Look  there!  Look  here!  Look  everywhere! 
Look!     Look  there!     Look  here!     Look  everywhere! 

(Leave  two  spaces  after  the  "!") 

She  shouted:  "One!  Two!  Three!  Four!  Five!" 
She  shouted:     "One!     Two!     Three!     Four!  Five!" 

Get  ready!  Start!  Faster!  That's  better!  Go! 
Get  ready!     Start!     Faster!     That's  better!  Go! 

Wait!  She's  coming  too!  Stop!  Can't  you  hear? 
Wait!     She's  coming  too!     Stop!     Can't  you  hear? 
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Assignment  5E 

Line  50 

Spacing  1 

Start  on  line  27 


Type  two  copies  of  each  line  as  shown  below.     The  entire 
assignment  must  have  no  more  than  four  errors.     Circle  all 
errors  and  indicate  the  number  of  errors  in  the  margin. 
Type  your  name   (line  7),   assignment  number  (line  8)   and  the 
date  (line  9). 

Wait!  I'm  coming  too!  Stop!  Can't  you  hear  her? 
Wait!     I'm  coming  too!     Stop!     Can't  you  hear  her? 

Fraser's  article"  is  one  of  the  best  sources  here. 
Eraser's  article-   is  one  of  the  best  sources  here. 

He  sold  them  @  $17.50  a  pair.  That's  quite  cheap! 
He  sold  them  @  $17.50  a  pair.     That's  quite  cheap! 

"That's  87(/:  more  than  I  paid  at  Bert's,"  said  Pat. 
"That's  870  more  than  I  paid  at  Bert's,"  said  Pat. 

Don't  bring  Brenda ' s  tapes  to  Brian's  house  today! 
Don't  bring  Brenda ' s  tapes  to  Brian's  house  today! 


Before  submitting  this  assignment,   check  that  all  of  the 
instructions  have  been  followed.     This  assignment  and  the 
next  one  are  worth  ten  marks  each.     Marks  will  be  lost  if 
there  are  overlooked  errors,   too  many  errors,   and  if 
instructions  are  not  followed. 


Typewriting  10 


-     22  - 


Lesson  5 


Assignment  5F 

Line  50 

Spacing  1 

Start  on  line  27 


Type  two  copies  of  each  line  as  shown  below.     The  entire 
assignment  must  have  no  more   than  four  errors.      Circle  all 
errors  and  indicate  the  number  of  errors  in  the  margin. 
Type  your  name   (line  7),    the  assignment  number   (line  8)  and 
the  date  (line  9)   at  the  top. 

Pete's  car  works  well.  He  doesn't  drive  it  often. 
Pete's  car  works  well.     He  doesn't  drive   it  often. 

"Why  can't  I  also  come  to  the  dance?"  asked  Chris. 
"Why  can't  I  also  come  to  the  dance?"  asked  Chris. 

The  candy  costs  54(t  a  bar — it's  160  cheaper  today. 
The  candy  costs  54(^  a  bar — it's  16(^  cheaper  today. 

Mr.  Victor  R.  Sharma  ordered  74  kits  @  $4.75  each. 
Mr.   Victor  R.   Sharma  ordered  74  kits  @  $4.75  each. 

A  reference  manual"  is  most  useful  in  all  offices. 
A  reference  manual"   is  most  useful  in  all  offices. 


This  assignment   is  worth  ten  marks.     Marks  will  be  deducted 
if  there  are  overlooked  errors,   too  many  errors  and  if  all 
the  above  instructions  are  not  followed.     Please  double-check. 
Aim  for  100%  in  this  and  in  all  other  assignments. 
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SECTION  D:  CONSTRUCTED  CHARACTERS 

Every  typist  should  know  how  to  construct  these  special 
characters  which  may  or  may  not  appear  on  your  typewriter 

Please  practise  typing  the  lines  in  italics. 

1.  Cents 

Small   letter  c,    intersected  by  a  diagonal. 
He.  ch.aA.g,QA  26.  fjon.  aach  J^o^LLLpop. 

2.  Star 

Capital  A,   typed  over  small   letter  v. 
/itf 

3.  Caret 

Underscore  and  diagonal;  word  centred  above  diagonal 

4.  Brackets 

Diagonals,  with  underscore  facing  inside. 

//e  f^ohiL^tonoJ  La  a  cJmaa  laadeM., 

5.  Roman  Numerals 

Capitals  of  "I,   V,   X,   L,   C,   D,   and  M. 
ChaptoA.  XVIII  Ia  to  bo.  /ie.ad  aloud. 

6.  Pounds  Stirling 

Capital  L,   typed  over  small   letter  f. 
Ska  paid  E  fjo/i  thai  dLnoAA  Xn  CdlrLbu/igh, 
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7.  Degrees 

Small   letter  o,   raised  slightly.     Use  the  variable  line 
spacer . 

(PC  cxjun  bo,  q/iLta  uncom^o/Ltable.. 

8.  Zero  (usually  used  with  computers) 

The  number  0,    intersected  by  a  diagonal. 
Tke.  nuntboji  L6  cx)/uiQ.cjt, 

9.  Times,  by 

Expressed  by  the  small  letter  x,  with  a  space  left  before 
and  after  the  x. 

10.  Divided  by 

Colon,    intersected  by  hyphen,  with  a  space  left  before 
and  after  the  constructed  character. 

120  ^  12  ^  10, 

11.  Equals 

Two  hyphens,   one  below  the  other.     Type  the  first,  back- 
space,  use  the  variable   line  spacer  and  roll   the  cylinder 
down  slightly,   then  type  the  next  hyphen. 

11  yi  11  -  121. 

12.  Plus 

Type  the  hyphen;   backspace;   type  a  diagonal. 
87  ^  20  =  107, 
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13.  Superscript 

Type  number  or   letter  above  the   line.     Turn  cylinder 
using  variable   line  spacer. 

14.  Subscript 

Type  number  or  letter  below  the  line.     Use  the  variable 
line  spacer  to  move  the  cylinder. 

15.  Square  Root 

Type  V,  backspace  and  type  the  diagonal;  then  roll  down 
the  paper  and  type  the  underscore. 

^90000  lA  300, 

16.  Divide  into 

Type  the  right  bracket,   and  then  underscores. 

ifSfWTS  -  201 

17.  Minutes,  Seconds 

For  minutes,  type  the  apostrophe.  For  seconds,  type  the 
quotation  mark. 

3'  15" 

18.  Section 

Capital  S,    intersected  by  raised  capital  S. 
DLfie.CytiorLA 

19.  Paragraph 

Capital  P,   intersected  by  small   letter  "1". 
1t25.  Da^rLutionA 
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SECTION  E:  TYPING  FRACTIONS 

When  typing  fractions,   please  keep  the  following  in  mind. 

1.  Most  typewriters  have  the  \  and  the  \,     If  your  typewriter 
does  not  have  these  fractions,   you  will  have  to  construct 
them. 

\  will  then  be  typed:  1/2 
\  will  then  be  typed:  1/4 
Note:     No  spaces  are  left   in  the  fractions. 

2.  Construct  all  other  fractions: 

1/8        13/29        11/45        6/93  4/91 

3.  If  one  fraction  in  a  sentence  must  be  constructed,  then 
construct  all  the  others  as  well. 

Correct:  1/2  of  1/8  is  1/16. 

Incorrect:  \  of  1/8  is  1/16. 

4.  If  the  fraction  appears  on  your  typewriter  and  you  do 
not  have  to  construct   it,   no  space  is   left  between  the 
number  and  the  fraction.     However,    if  the  fraction  has 
to  be  constructed,    leave  a  space  between  the  number  and 
the  constructed  fraction: 

Correct:     99^  Incorrect:     99  \ 


Correct:     99  1/4         Incorrect:  991/4 
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Fractions:     \  and  \.     If  there  are  no  fractions  on  your 

typewriter,  please  construct  the  fractions.  Keep 
in  mind  the  rules  mentioned  on  the  previous  page. 


Use  the  finger. 


Type  two  copies  of  each  line  as  shown  below. 


'2 ; 

\-  . 

"2  ) 
\,  , 
'2  J 

l-  . 

"2  ) 

^2  j 

1^ 
ih 

2^ 
2^ 

2>h 
3^ 

% 

5h 
5h 

^; 
L . 

'4  J 

\^  . 

%  5 

l-  . 

1,  . 

%  5 

5^ 
5^ 

6k 
6k 

7^ 
Ik 

^k 
8k 

9k 
9k 

I  think  it  is  9^.  Rita  believes  it  is  8^. 
I  think  it  is  9^.     Rita  believes  it  is  8^. 

Indicate  sizes  on  boxes:  9^^  or  10^  or  11^. 
Indicate  sizes  on  boxes:     9^  or  lOk  or  11^. 

Mary's  size  is  6^.  Rick's  size  is  11^. 
Mary's  size  is  6^.     Rick's  size  is  11^. 
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Practice  Exercise 


Type  two  copies  of  each  line  as  shown  below.  Use  constructed 
fractions  only.     Don't   forget   the  rules  mentioned  earlier. 


We  will  use  120  4/5  boxes  of  paper  in  14  1/2  days. 
We  will  use  120  4/5  boxes  of  paper  in  14  1/2  days. 

His  mark  was  9  1/4  on  question  12;  mine  was  7  1/8. 
His  mark  was  9  1/4  on  question  12;  mine  was  7  1/8. 

Sandy  worked  15  1/4  days  in  all  of  her  3  1/5  weeks. 
Sandy  worked  15  1/4  days  in  all  of  her  3   1/5  weeks. 

There  are  15  4/7  weeks  left  in  my  2  3/4  year  term. 
There  are  15  4/7  weeks   left   in  my  2  3/4  year  term. 

His  Maltese  is  11  1/4;  our  Terrier  is  only  10  3/4. 
His  Maltese  is  11   1/4;   our  Terrier  is  only  10  3/4. 


Typewriting  10 


-  29  - 


Lesson  5 


SECTION  F: 


TYPING  NUMBERS 


Listed  below  are  some  rules  that  should  be  kept  in  mind  when 
typing  numbers: 


Rule 


Example 


1.       Numbers  ten  and  under  are 
spelled  out. 


I  ho/lG.  lUQJlQ,   oJjght  CJDIVA 


2.       Numbers  above  ten  are 
typed  in  figures. 


OuA.  /school.  hoA  31  2^3 


If  several  numbers  both 
above  and  below  ten  are 
used  in  a  sentence,  all 
the  numbers  should  be 
typed  in  figures  or 
spelled  out. 


Soiud,  3  i-o  Ma/iy^ann,  33  to 
HeMnut,  and  333  i-o  K/lLaIx, 

OR 

Soiid  Huiaa  to  l^ayiy^an/i, 
thLrLty.-th/Laa  to  HeUmut, 
and  tJi/Le.a  kim.dM.e.d  thLrity,- 
th/iae.  to  K/LLAtL, 


Numbers  that  begin  a 
sentence  are  spelled  out 


Savent^-nlna  ladies  a/i/U.ve.d 
(^QAtoAjday,, 


When  adjacent,  unrelated 
numbers  follow  one 
another,   the  smaller 
number  is  expressed  in 
words . 


bought  nine.  20-LutnQ. 
cxmA  o^  paint. 


Please  note:     These  are  only  some  of  the 
rules  in  typing  numbers. 
You  will   learn  the  other 
rules  later. 


Typewriting  10 


-  30  - 


Lesson  5 


Assignments  5G  and  5H 

Review  the  rules  for  typing  numbers,   then  type  the  following 
sentences  on  a  full  sheet  of  paper.     Type  each  line  expressing 
the  numbers  correctly. 

Line  60 

Spacing  2 

Start  on  line  25 

Circle  errors  and  indicate  number  of  errors.     No  more  than 
five  errors  are  allowed.     Type  your  name   (line  7),  assignment 
number  (line  8)   and  the  date   (line  9). 


Assignment  5G 

(Remember  to  leave  two  spaces  following  the  period  after  each 
number.     e.g.    1.  She) 

■   2  spaces  here 

1.  She  waited  for  6  hours. 

2.  12  homes  in  this  area  were  sold. 

3.  There  were  forty-three  empty  rooms  in  this  apartment. 

4.  Please  call  a  cab  for  me  at  4  o'clock. 

5.  3000  cars  are  to  be  delivered  today. 

6.  We  saw  seven  elephants,    15  cats  and  eight  cows. 

7.  He  ordered  7  15-litre  cans  of  oil. 

8.  The  store  charges  37  cents  for  each  pen. 

9.  She  asked  for  two  dollars  about  5  years  ago. 

Reminder:     Did  you  type  the  correct   form  of  the  numbers?     e.g.  the 
first  sentence  should  be  typed: 
1.     She  waited  for  six  hours. 
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Assignment  5H 

Line  60 

Spacing  2 

Start  on  line  25 

1.  The  task  will  take  9  days. 

2.  27  courses  are  offered  this  year. 

3.  He  has  to  run  seventy-four  laps  to  win. 

4.  We  expect  her  to  arrive  at  9  o'clock  tonight. 

5.  9  council  members  debated  all  fourteen  issues. 

6.  Susan  has  10  games,   seven  dolls  and  17  books. 

7.  She  requested  9  50-kg  bags  of  flour. 

8.  This  writing  pad  sells  for  43  cents. 

9.  He  was  given  3  orders  only  two  days  ago. 

Before  submission,  check: 

Name,   assignment  number,   date  typed  at  top. 
No  more  than  five  typing  errors. 
'k'k'k  Number  of  errors   indicated  in  right  margin. 
All  number  rules  followed. 


Aim  for  100%. 
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SECTION  G:  TIMINGS 


Assignments  51  and  5J  are  one-minute  timings.     Before  you 
start,   please  review  the  instructions  given  in  lesson  three. 

Line  50 
Spacing  1 
Tabs  5 

Type  your  name  on  line  7,  the  assignment  number  on  line  8 
and  the  date  on  line  9.  Return  five  times,  and  start  the 
first  timing. 

Three  valid  timings  are  required.     A  valid  timing  has  no 
more  than  two  errors.     Make  sure  that  you  indicate  the  speed 
below  each  timing.     Circle  all  errors.     Overlooked  errors  and 
invalid  timings  will  reduce  your  marks. 

Assignment  51 

Edna  and  Alex  were  put  in  charge  of  a  cheer-  10 

ing  squad.     They  soon  had  a  special  round  of  very  20 

slick  cheers  for  the  annual  big  game  with  Zenith.  30 

Later  on,  Alex  said  that  the  Zenith  game  was  40 
the  first  in  which  such  a  squad  ever  got  to  march  50 
in  the  fancy  parade  held  just  before  the  kickoff.  60 

123456789  10 


Assignment  5J 

That   little   lassie  was  the  worst  joke  teller  10 

we  had  ever  met.     She  had  a  way,   however,   of  put-  20 

ting  so  much  zest   into  each  story  that  she  seemed  30 

to  be  the  best   in  the  world.     Anyone  in  that  part  40 

of  the  country  would  tell  you  that  she  was  an  ex-  50 

pert  teller  of  tall  tales.     One  time  a  movie  star  60 

came  to  spend  a  whole  day  listening  to  her  tales.  70 
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SECTION  H: 


REVIEW 


Assignment  Check 


Check  off  each  of  the  following  as  you  insert  it  into  the 
enve lope : 


Assignment  5A 
Assignment  5B 


Typing  Review 
Typing  Review 


Assignment  5C 
Assignment  5D 


Symbolic  Keys 
Symbolic  Keys 


Assignment  5E 
Assignment  5F 


Symbolic  Keys 
Symbolic  Keys 


Assignment  50 
Assignment  5H 


Typing  Numbers 
Typing  Numbers 


Assignment  51 
Assignment  5J 


One-Minute  Timings 
One-Minute  Timings 


Each  assignment  is  worth  ten  marks.  Aim  for  100%  on  each 
assignment.     Marks  will  be  deducted  for: 

—  overlooking  errors; 

—  having  too  many  errors; 

—  using  incorrect  margin  setting; 

—  starting  on  the  wrong  line; 

—  not  typing  your  name,   assignment  #,   and  date; 

—  not   following  instructions. 


Please  double-check. 
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Lesson  5 


Self-Evaluat ion 

This  brings  us  to  the  end  of   lesson  five.     Before  you  go  on 
to  lesson  six,    it  will  be  a  good  idea  for  you  to  evaluate 
how  well  you  can  perform  each  of  the  following  tasks. 

VERY        SATIS-  CAN 
GOOD      FACTORY  IMPROVE 

1.  Typing  Symbolic  Keys       

2.  Constructing  Characters       

3.  Typing  Fractions       

4.  Typing  Numbers       

5.  One-Minute  Timings       

6.  Posture 


Please  do  not  submit  this  sheet.  You  should  make  an  effort 
to  review  those  areas  that  you  are  weak  in. 

Lesson  six  has  more  exciting  things  in  store.     Learn  how  to: 

correct  errors 
use  the  tabulator 
center  horizontally 
do  block  centering 
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ALBERTA  DISTANCE  LEARNING  CENTRE 
MAILING  INSTRUCTIONS  FOR  CORRESPONDENCE  LESSONS 


1.     BEFORE  MAILING  YOUR  LESSONS,  PLEASE  SEE  THAT: 

(1)  All  pages  are  numbered  and  in  order,  and  no  paper  clips  or  staples  are  used. 

(2)  All  exercises  are  completed.  If  not,  explain  why. 

(3)  Your  work  has  been  re-read  to  ensure  accuracy  in  spelling  and  lesson  details. 

(4)  The  Lesson  Record  Form  is  filled  out  and  the  correct  lesson  label  is  attached. 

(5)  This  mailing  sheet  is  placed  on  the  lesson. 


2.     POSTAGE  REGULATIONS 

Do  not  enclose  letters  with  lessons. 
Send  ali  letters  in  a  separate  envelope. 


3.     POSTAGE  RATES 

First  Class 

Take  your  lesson  to  the  Post  Office  and  have  it  weighed.  Attach  sufficient  postage 
and  a  green  first-class  sticker  to  the  front  of  the  envelope,  and  seal  the  envelope. 
Correspondence  lessons  will  travel  faster  if  first-class  postage  is  used. 


Try  to  mail  each  lesson  as  soon  as  it  has  been  completed. 

When  you  register  for  correspondence  courses,  you  are  expected  to  send  lessons  for 
correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at 
the  same  time. 


St.  Serv.  9-91 


Typewriting  10 


Lesson  6 


TABLE  OF  CONTENTS 


SECTION  A:  REVIEW 

—  Alphabetic  Keys 

—  Alphabetic  and  Numeric  Keys 

—  Symbolic  Keys 

—  Typing  Numbers 

—  Spacing 


SECTION  B; 


CORRECTING  ERRORS 

—  Erasing  Techniques 


SECTION  C; 


TABULATION 

—  Assignment  6A 

—  Assignment  6B 


SECTION  D; 


HORIZONTAL  CENTERING 

—  Assignment  6C 

—  Assignment  6D 


SECTION  E; 


BLOCK  CENTERING 

—  Assignment  6E 

—  Assignment  6F 


SECTION  F; 


HORIZONTAL  CENTERING  (With  Headings) 


SECTION  G: 


HORIZONTAL  CENTERING  (Centering  Columns) 

—  Assignment  60 

—  Assignment  6H 


SECTION  H: 


TIMINGS 

—  Assignment  61 

—  Assignment  6J 


SECTION  I: 


REVIEW 


—  Assignment  Check 

—  Self-Evaluation 


Typewriting  10 


-  1  - 


Lesson  6 


Lesson  six  teaches  many  exciting  skills.  By  the  end  of  this 
lesson  you  should  be  able  to  do  the  following: 

I     I   You  will  be  able  to  correct  errors  using 
the  correct  erasing  techniques. 


I     I    You  will  be  able  to  use  the  tabulator 
feature  on  your  typewriter. 


I     I   You  will  be  able  to  center  lines  horizon- 
tally. 

I     I    You  will  be  able  to  block-center  material 


I     I    You  will  be  able  to  center  tables  with 
headings,    subheadings  and  with  columns. 

[     I   You  will  be  able  to  take  one-minute 
timings  and  reach  a  minimum  speed  of 
twenty  words  a  minute,  making  no  more 
than  ONE  error   in  each  minute. 


Several  practice  exercises  have  been  designed  so  that  you 
have  an  opportunity  to  practise  new  skills.     Please  do  all 
of  these  exercises,   and  if  you  have  problems  with  any  section, 
do  not  hesitate  to  redo  some  of  the  exercises.  Practice 
makes  perfect ! 
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Lesson  6 


SECTION  A:  REVIEW 


Now  that  you  have  practised  all  the  keys  on  your  typewriter, 
try  the  following  review  exercises  to  see  how  well  you  know 
the  keyboard. 


Review  Exercise  1  (Alphabetic  Review) 

Line  60 
Spacing  1 
Tabs  5 

Aim  for  five  errors  or  less  on  the  following  paragraph: 

thojie,  a  chanaa  that  y,ou  couJjd  chang.e.  the.  aotouA. 
thLA  /sat       taw  book^?    0  /lacetve-d  pa/it  of.  thaj6et  taAt  y^ea/i 
and  ujouJjd  tike  to  keep  the  ^ame  gyieen  cjotou/i,  I  o  whom.  wollLcL 
J  addUie^A  them?    J  wt/sk  that  0  ttved  cJjo/sejt  ^o  that  0  could 
dUiop  them  off  today.  becauAe  0  need  them  fo/i  my  Achoot  wo/ik 
/Light  away.     How  tong.  woutd  it  take  to  /send  them,  o/l  wo  aid 
you  detive/L  the  new  one/s  befo/te  you  /leeeive  mJjne? 


If  you  made  more  than  five  errors,   please  re-type  this 
exercise.     Several  errors  mean  that  you  have  not  mastered 
the  keyboard.     Individual   letter  drills  are  found  on  the 
following  pages  to  help  you.     Please  keep  these  pages  handy 
as  they  could  be  used  throughout  the  course. 
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Lesson  6 


You  may  find  the  following  exercises  useful   in  improving  your 
skill  at  any  time  throughout  the  course.     They  include  the 
entire  alphabet. 

Some  suggestions  for  practice  are: 

1.  Type  two  lines  of  each  for  those  letters  which  give  you 
particular  difficulty. 

2.  You  may  wish  to  use  the  sentences  for  speed-building 
prac t  ice . 

INDIVIDUAL  LETTER  DRILLS 

The  Letter  "A" 

aaa  aid  aaa  all  aaa  alas  aaa  apart  aaa  salad  aaa  appeal  aaa  12 

area  data  aqua  saga  away  gala  papa  aria  Alma  Alan  Adam  Dana  24 

alarm  awake  again  arena  amaze  mania  amass  Allan  Alamo  Carla  36 

adage  adapt  madam  camera  animal  ballad  banana  Havana  Cabana  48 

Many  a  lanky  lad  may  have  a  mania  for  eating  banana  salads.  12 
Alan  may  appeal  to  Havana  again  and  ask  for  Alma's  release.  24 

The  Letter  "B" 

bbb  bib  fbf  ebb  fbf  blab  fbf  bride  fbf  blurb  fbf  bubble  bbb  12 

baby  barb  bomb  bobs  bulb  ebbs  boob  bibs  Babs  Abbe  Bobo  Babe  24 

abbot  cabby  bible  bulbs  bobby  nabob  tubby  Barby  Abbey  Debby  36 

lobby  hubby  hobby  rubber  bobbin  ribbon  nibble  babble  Babbit  48 

The  Letter  "C" 

ccc  can  dcd  cue  dcd  corn  dcd  clock  dcd  click  dcd  clinic  ccc  12 

come  acme  nice  each  acid  face  scar  city  deck  echo  came  Coca  24 

comic  check  crick  cache  coach  crack  civic  cycle  Chick  Chuck  36 

occur  occupy  critic  accept  accord  acceded  accuses  succeeded  48 

Dick  came  back  to  Charles  City  to  accept  the  class  picture.  12 
Chick  and  Chuck  accepted  your  call  to  coach  the  civic  club.  24 
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Lesson  6 


The  Letter  "D" 

ddd  did  ddd  dye  ddd  dude  ddd  dried  ddd  idled  ddd  muddle  ddd  12 

died  deed  odds  dyed  duds  dead  adds  idea  lady  done  Dody  Dude  24 

dozed  dodge  dread  dandy  faded  aided  ended  ceded  David  Daddy  36 

toddy  caddy  added  middle   ladder  adding  bedded  bidder  kidded  48 

Ed  does  good  deeds  daily  and  draws  due  rewards  by  doing  so.  12 

Dude  dreads  doing  any  odd  jobs  but  he  did  dye  dad's   ladder.  24 


The  Letter  "E" 

eee  end  ded  eye  ded  heed  ded  elves  ded  tense  ded  eleven  eee  12 

else  jeep  even  ever  meet  need  edge  eyes  feel  week  Erne  Edie  24 

level  erred  elite  every  elect  exert  eager  defer  refer  scene  36 

eerie  three  agree  coffee  degree  decree  speedy  sleepy  freeze  48 

We  are  eager  to  meet  every  member  before  next  week's  drive.  12 

We  agreed  to  exert  every  effort  to  meet  the  eleven  decrees.  24 


The  Letter  "F" 

fff  for  fff  off  fff  buff  fff  fifth  fff  fifty  fff  affair  fff  12 

biff  doff  tiff  tuff  cuff  fife  safe   left  file   life  Fifi  Effy  24 

stuff  bluff  staff  affix  stiff  taffy  affix  forty  Duffy  Cliff  36 

fluff  muffs  offer  office  differ  suffer  effort  baffle  tariff  48 

An  office  staff  often  finds  officials  favoring  free  coffee.  12 

Cliff  offered  Duffy  a  fifth  of  his  staff  for  the  five  days.  24 


The  Letter  "G" 

ggg  got  fgf   log  fgf  gong  fgf  going  fgf  soggy  fgf  groggy  ggg  12 

glog  gang  grog  eggs  gags  agog  gage  rigs  grig  Gigi  Gale  Glen  24 

gorge  aging  guage  gouge  Gregg  grudge  George  granges  eggnogs  36 

foggy  beggar  juggle  bigger  baggage  sagging  suggest  giggling  48 

I  suggested,    long  ago,   that  Guy  give  his  girl  good  luggage.  12 

Gregg's  grange  suggests  that  a  bigger  guage  be  given  to  us.  24 
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Lesson  6 


The  Letter  "H" 

hhh  hot   jhj   the  jhj  high  jhj  which  jhj  hunch  jhj  higher  hhh  12 

shah  hash  halt  hush  nigh  then  what  both  thus  with  Hugh  Hahn  24 

hatch  thigh  shush  harsh  check  might  other  shall  Heath  Helen  36 

hah  though  hurrahs  highly  highest  rhythms  withhold  withheld  48 

What  he  teaches  the  youths   in  school   should  help  the  child.  12 

Hugh  Hahn  might  withhold  both  of  those  checks  when  they  go.  24 

The  Letter  "I" 

iii   ink  kik  did  kik  Mimi  kik  visit  kik  mimic  kik  liquid  iii  12 

into  city  idea  give  iron  fair  hair  wait  inch  itch  Iris  Mimi  24 

civic   livid  limit   idiom  vivid  finis   icing  Miami  India  Dixie  36 

invite  critic  icicle  divide  hiring  inhibit  initial  division  48 

I'm  going  to  visit  a  city  five  miles  this  side  of  the  mill.  12 

Iris  might  invite  you  to  drive  to  the  city  limits  of  Miami.  24 

The  Letter  "J" 

jjj   job  jjj   joy  jjj   just  jjj  major  jjj   jewel  jjj   justly  jjj  12 

jobs  jugs  join  ajar  jury  joys  jade  jail  joke  July  John  Jojo  24 

joint  jelly  judge  jolly  enjoy  joker  juice  Jacob  James  Jerry  36 

jumbo  juster  jurors  unjust  adjourn  journal  jackets  juvenile  48 

James  objected  to  joining  Joe  and  John  on  a  jaunt  to  Japan.  12 

Judge  Jensen,   the  juvenile  judge,   is  just  and  enjoys  jokes.  24 

The  Letter  "K" 

kkk  key  kkk  eke  kkk  kick  kkk  knack  kkk  knick  kkk  knocks  kkk  12 

kirk  keys  kink  milk  kiln  junk  like  bake  know  keen  Karl  Kent  24 

kyack  knock  kulak  khaki  kinky  kapok  kayak  Kathy  Karen  Kodak  36 

knife  kicker  kicked  keokuk  minikin  knocker  knuckle  kickback  48 

Ken  knew  Ike  liked  cake  and  asked  Kay  to  bake  it  this  week.  12 

Kaye  and  Karen  would  like  to  pick  up  silky  kapok  in  Keokuk.  24 


123456789       10       11  12 


Typewriting  10 


-  6  - 


Lesson  6 


The  Letter  "L" 

111  lay  111  all   111  will   111   level  111  allot  111   little  111  12 

lull   lilt   loll   lily  fell  bill  sell  mill  well  Lyle  Lola  Lila  24 

alley  local   lilac  legal   label   libel   lowly  ladle  Lloyd  Laila  36 

wills  rolls  shall  knolls  balled  billed  collar  dollar  allows  48 

Life  will   look  small  unless  all   laughs   lead  to  fulfillment.  12 

Lucille  will  allot  twenty  dollars  to  allow  for  legal  bills.  24 

The  Letter  "M" 

mmm  map  jmj   jam  jmj  maim  jmj  mimic  jmj  madam  jmj  moment  mmm  12 

moms  mums  mama  item  memo  many  same  much  from  army  Mimi  Emma  24 

memos  maxim  manor  month  mummy  mumps  mamma  comma  Manhy  Mamie  36 

commit  common  summer  immune  member  mammal  mammoth  immensely  48 

Many  humans  make  mistakes,   but  mighty  men  emerge  from  them.  12 

Mimi  and  Emma  summoned  me  to  a  manor  for  the  summer  months.  24 

The  Letter  "N" 

nnn  nay  jnj  nag  jnj  nine  jnj   inner  jnj  anent  jnj  winnow  nnn  12 

noun  none  inns  nuns  noon  neon  only  anon  name  Nona  Anne  Nina  24 

annex  ninth  linen  onion  union  nylon  unpin  nouns  Ronny  Nonny  36 

ninny  minnow  annual  cannot  manners  canning  connect  annually  48 

Nine  men  and  nine  women  turned  in  money,   but  only  one  went.  12 

I  cannot  name  any  of  the  nine  nuns,   but  Nan  knows  all  nine.  24 

The  Letter  "0" 

ooo  oak  lol  own  lol  odor  lol  motor  lol  moron  lol  follow  ooo  12 

door  oboe  cool  took  foot  onto  polo  oleo  moon  ooze  Olaf  Olny  24 

rotor  ozone  solos  odors  polio  color  moose  proof  roost   scoop  36 

cooks  cooler  floors  smooth  cookies  foolish  footing  lookouts  48 

Once  one  often  opens  some  box  of  food,    it  soon  becomes  old.  12 

Olivio,   our  own  orator,    is  the  proof  of  the  worth  of  color.  24 
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The  Letter  "P" 

ppp  pay  ;p;   pen  ;p;  prop   ;p;   upper   ;p;  paper   ;p;  prompt  ppp  12 

peep  pope  pups  plop  pipe  pulp  upon  play  keep  copy  Paul  Pepe  24 

puppy  piped  plump  pupil  poppy  pipes  apply  peppy  sappy  Happy  36 

apple  peppy  happy  apply  pepper  zipper  happen  snappy  support  48 

Pop's  paper  printed  an  appeal  for  help,   and  people  replied.  12 

Pop  was  pleased  to  pay  Pepe  to  copy  his  play  on  pulp  paper.  24 

The  Letter  "Q" 

qqq  que  aqa  qui  aqa  quit  aqa  quell  aqa  queen  aqa  quits  qqq  12 

quod  quad  quen  quid  aqua  quip  quay  quiz  quey  Quin  Quee  Quen  24 

quail  query  pique  quilt  quite  equip  quake  equal  quote  Queen  36 

qualm  quaint  unique  opaque  quarter  banquet  quality  acquaint  48 

Quail  are  quite  quiet  and  quick,   but  Qnentin  got  his  quota.  12 

The  queen  sent  Quince  to  Quebec  for  a  quite  unique  quarter.  24 

The  Letter  "R" 

rrr  ray  frf  rug  frf  roar  frf  error  frf  carry  frf  repqir  rrr  12 

roar  rear  errs  rare  purr  burr  were  over  four  real  Ruth  Rory  24 

rover  refer  recur  error  arrow  brier  drier  prior  order  Perry  36 

marry  barrel  terror  arrive  carrier  berries  arrange  corridor  48 

Three  or  four  girls  were  over  there  right  after  fire  drill.  12 

Prior  to  Rory's  arrival,   Ruth  arranged  for  an  arrow  target.  24 

The  Letter  "S" 

sss  sue  sws  sis  sws   lose  sws  sales  sws  issue  sws  system  sss  12 

loss  less  sues  uses  sits  sash  sees  sirs  says  miss  Tess  Bess  24 

sales  socks  loses  slash  sense  suits  sizes  guess  asset  Susan  36 

Issue  stress  bosses  assets  assists  success  sissies  sustains  48 

Susan  says  she  is  sure  she  passed  an  easy  test   last  summer.  12 

Yes,   our  losses  from  the  sale  of  socks  and  suits  seem  less.  24 
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The  Letter  "T" 


ttt  tip  ftf  tot  ftf  mutt  ftf  title  ftf  total  ftf  static  ttt  12 

tots  mitt  that  trot  toot  tote  tent  tact  tots  test  Etta  Toby  24 

Total  truth  trout  trait  taste  teeth  title  tooth  Dotty  Lotty  36 

ditto  totter  tatter  attain  stutter  fitting  letters  attempts  48 

Students  often  forget  to  thank  teachers  after  taking  a  job.  12 

Those  two  tots  took  a  total  of  twenty-two  trout  to  my  tent.  24 

The  Letter  "U" 

uuu  use  jum  ups  juj  dual  juj  usual  juj  usury  juj  unused  uuu  12 

used  unto  upon  your  unit  much  four  sure  hour  user  Ulla  Judy  24 

usual  usury  usurp  issue  truly  would  about  could  Trudy  Rudie  36 

union  unused  unless  unduly  unusual  uncouth  mutuals  usefully  48 

Lou's  house  on  South  Union  mounted  in  value  quite  suddenly.  12 

Trudie  usually  uses  our  units  unless  we  are  unusually  busy.  24 

The  Letter  "V" 

vvv  vow  fvf  vie  fvf  view  fvf  vivid  fvf  valve   fvf  velvet  vvv  12 

void  oven  very  ever  gave  veil  vote  have  vows  five  Vera  Veda  24 

vista  vague  verve  every  never  visit  halve  heavy  Verna  Vicky  36 

Value  vivers  Vivian  valves  visited  revival  vividly  vivified  48 

Vera  visited  Ava ' s  villa  and  loved  the  vast  view  very  much.  12 

Vivian  gave  Vickie  a  violet  veil  to  have  for  David's  visit.  24 

The  Letter  "W" 

www  why  sws  two  sws  wavy  sws  which  sws  would  sws  wigwam  www  12 

wary  weak  wows  whew  away  when  with  what  owes  wish  Will  Owen  24 

whoop  where  wharf  swish  allow  while  renew  worth  Wally  Wayne  36 

widow  warble  window  wallow  willows  wayward  awkward  withdraw  48 

We  won  a  wide  welcome  when  we  worked  with  worth-while  news.  12 

A  week  on  that  waterway  was  a  worth-while  trip  for  William.  24 


123456789       10       11  12 


Typewriting  10 


-  9  - 


Lesson  6 


The  Letter  "X" 

XXX  six  sxs  box  sxs  next  sxs  taxes  sxs  index  sxs  extras  xxx  12 

flex  taxi  axis  foxy  axle  oxen  exit  text  axes  exam  Alex  Axel  24 

maxim  sixes  extra  exact  sixty  vexed  waxed  Maxie  Dixie  Xerox  36 

Alex  Cox,   a  Texan,   expects  to  visit  Max  in  Dixie  next  Xmas.  12 

Maxie  expects  sixty  extra  boxes  of  deluxe  texts  next  month.  24 


The  Letter  "Y" 

yyy  you  jyj  yet  jyj  year  jyj  yearn  jyj  yards  jyj  heyday  yyy  12 

yawn  your  type  many  days  yard  duly  city  duty  easy  Yule  Yale  24 

youth  dryly  shyly  slyly  mayor  study  style  yield  Young  Royal  36 

windy  mayfly  typing  yearly  pyramid  tyrants  loyalty  synonyms  48 

Every  entry  in  Addy's  diary  displayed  loyalty  to  your  city.  12 

Mayor  Younger  yearns  to  study  about  pyramids  while  at  Yale.  24 


The  Letter  "Z" 

zzz  zip  aza  zone  zzz  zeros  aza  azure  aza  zigzag  zzz  zoo  zzz  12 

zinc  zero  razz  hazy  doze  zoom  size  quiz  jazz  lazy  Zola  Zona  24 

zebra  ozone  amaze  fizzy  dozen  dozed  razor  prize  Dazzy  Lizzy  36 

dizzy  sizzle  puzzle  muzzle  citizen  realize  dazzled  quizzing  48 

Zeke  was  amazed  at   the  size  of  the  dozen  zebras   in  the  zoo.  12 

Zo  was  amazed  and  dazzled  by  the  size  of   the  puzzle  prizes.  24 


1        2        3        4        5        6        7        8        9       10       11  12 
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Review  Exercise  2  (Alphabetic  and  Numeric  Review) 

Line  60 
Spacing  1 
Tab  5 

Aim  for  five  errors  or  less  on  this  exercise: 

/It  the-  t(jU6t  pubtt^ked  count,  Canada  had  26  635 
m.amif.actLL/Ung.  eAtabtiAhmentA  wLth  /4  o/i  f^owoji  emptoy.e.eA  and 
10  386  ivJJJi  15  o/L  mo/ie.  emptoy,e.eA. 

Since.  'June        1800,  Akin  dJive/i/s  have  /lecovejied  the 
fjottoiving.  trieoAUA-CA  fjiom  the  ivn^eck  of-  La  Lutlne:    58  ba/iA  of- 
g.otd,  33  ba/LA  of,  AiAveyi,  4  CngMiAh  giuneaA,  and  2  hatf- 
guineaA, 


If  you  are  having  difficulty  with  typing  numbers,  please 
practise  the  number  drills  on  the  following  page. 


Review  Exercise  3  (Symbolic  Keys) 

Line  60 
Spacing  1 
Tab  5 

Aim  for  five  errors  or  less  on  this  exercise: 

J  have  /LeAejLvattorLyi  at  the  HLbton  (in  To/ionto)  fo/i 
ajuiLvat  on.  Tuesday,  (Feb/iuajiy,  9,   1985)  vta  Ai/i  Canada  F Light 
#3 2k  fjLom.  CdmontorL.     The  alji  fa/ie  La  $^39.50,     TLcketA  lue/ie 
ojuianjged  thnough  Vtc  &  Tony  T/iavet  AgentA  at  1^205  47  Ave. 
TheJUi  p/itce*  ivaA  15.5%  -loiueji  than  l^ace  Sl  T/ione  Co. 
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Number  Drills 


Many  students  express  concern  over  the  difficulty  they  have 
in  typing  numbers.     The  following  exercises  will  help  to 
strengthen  your  reach  to  the  number  keys.     Stay  on  home  row 
and  reach  up  to  the  number  row.     (Do  the  first   line  only  if 
you  have  the  number  "1"  key  above  the  letter  q. ) 

Line  40 
Spacing  1 


aql 

aql 

111 

ala 

11a 

aql 

aql 

Iqa 

111 

111 

lo9 

lo9 

999 

191 

99o 

o91 

999 

191 

999 

99o 

ki8 

k8k 

ki8 

88k 

k8k 

i8i 

888 

188 

888 

i8k 

fr4 

4f4 

44f 

ff4 

r4f 

rr4 

44f 

144 

4f4 

f4f 

jy6 

y6j 

j6j 

666 

j6j 

666 

j6j 

j66 

666 

y6j 

sw2 

s2s 

w2s 

s2s 

ss2 

22w 

s2w 

221 

226 

22s 

;pO 

pOp 

Opp 

012 

0;p 

pOp 

;pO 

000 

220 

210 

ft5 

f5f 

f55 

55f 

ft5 

f5t 

ft5 

555 

f5f 

55f 

de3 

3d3 

3de 

d3d 

de3 

d3d 

33d 

d3d 

335 

33d 

ju7 

j7j 

jj7 

ju7 

j7j 

77j 

j7u 

765 

777 

7j7 

In  these  number  drills,   the  word  tells  you  what  fingers  to 
use  for  the  following  number.     For  example,   it  85,   the  85  is 
typed  by  the  same  fingers,    in  the  same  sequence  as  it. 

Line  40 
Spacing  1 

it  85  to  59  we  23   if  84  lid  983  dip  380 

rip  480  rut  475  row  492  roe  493  pow  092 

ire  843  ore  943  owe  923  ewe  323  eye  363 

wee  233  wet  235  awe  123  ate  153  sit  285 

tot  595  toy  596  joy  796  jot  795  dot  395 

fat  415  fit  485  lit  985  lip  980  sip  280 

your  6974  pour  0974  pout  0975  rout  4975 
yipe  6803  pipe  0803  ripe  4803  wipe  2803 
quip  1780  quit  1785  suit  2785  silt  2895 
dear  3314  pear  0314  peer  0334  leer  9334 
sore  2943  yore  6943   lore  9943  lose  9923 
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Review  Exercise  4  (Typing  Numbers) 


Line  60 
Spacing  2 


Please  review  the  rules  for  typing  numbers  in  lesson  five 
before  attempting  this  exercise. 


Type  the  following   lines,   using  the  correct  number  for;n. 

r 


7. 


Please  check  your  typing  with  the  key  provided.  If  you  made 
several  errors,   please  review  this  section. 
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Review  Exercise  5  (Spacing) 


Line  50 
Spacing  2 


Type  the  following  lines,   keeping  in  mind  the  rules  concerning 
spacing : 

1 .        ili^  yuJOuAjLel.  ^/liji  /TCrt   ^IjyTyVL  . 

3.       JjJkj^  ?     3jt'J^  ^^^ouqA  /mcyt  yu-C^fvL  !  yCLu^  / 

4. 


7. 


/ 


The  key  to  this  exercise  and  the  previous  one  are  found  on 
the  next  page.     Please  check  your  typing.     If  you  have  made 
several  errors,    it  will  be  worth  your  while  to  spend  some 
time  in  reviewing  spacing. 
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Key  for  Review  Exercise  4 

1.  Seven  friends  visited  all  46  zones. 

2.  He  used  12  1/4  meters  from  the  146  7/8  meter  length. 

3.  She  bought  7  dresses,   14  skirts  and  23  blouses. 

4.  They  ordered  nine  20-litre  cans  of  glue. 

5.  There  were  55  empty  rooms  in  the  seven  motels. 

6.  Eighty    thousand    people  watched   the   home   team  win  all  six  games. 

7.  Some  unfamiliar  fractions  are  4/17,   13/78,   9/25  and  11/60. 

8.  He  received  a  call  at  eight  o'clock. 


Key  for  Review  Exercise  5 

1.  He  waited.     She  did  not  come. 

2.  Type  these  names:     Jack,   Sue,  Helen. 

3.  Why?     It's  not  right!     For  sure! 

4.  Roll   into  a  thin  sheet;   cut  with  a  cutter, 

5.  The  Hilton  (in  Toronto)   is  #1   in  Ontario. 

6.  That's  657o  cheaper  at  Dick  &  Dyck. 

7.  Use  only  4  7/8  not  6  13/25. 
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SECTION  B: 


CORRECTING  ERRORS 


Now  that  you  have  learned  the  position  of  the  keys  and  signs, 
and  have  had  some  practice  in  typing,   it  is  time  to  concentrate 
on  a  higher  degree  of  accuracy. 

In  all  assignments   (except  timings),   please  detect  and  correct 
all  errors  neatly.     A  good  typist  will  never  overlook  an 
error.     Careful  proofreading  is  an  art  to  be  learned.  If 
you  use  the  correct  erasing  technique,   you  will  find  that 
your  errors  will  be  carefully  concealed  and  your  work  will 
look  quite  neat.     However,   too  many  errors  on  any  page 
indicate  that  the  typist   lacks  keyboard  mastery,   and  needs 
some  more  keyboard  practice. 

Please  study  the  hints  given  in  this  section  before  attempting 
any  erasures. 

You  may  use  any  one  of  the  following  to  erase  on  production 
work : 


Please  note:  Erasing  is  not  permitted  on  timings. 
Typewriter  Eraser 


1. 

Use  a  typewriter  eraser,   not  a  pencil 

eraser . 

2. 

Be  sure  that  your  hands  and  the  eraser 

are  clean. 

3. 

Erase  the  error  with  a  slight  circular 

motion. 

4. 

Never  moisten  the  eraser. 

5. 

After  correcting  the  error,   check:  Is 

the  error  hidden? 

1. 

2. 
3. 
4. 


Typewriter  Eraser 
Eraser  Tape 
Correction  Fluid 

Correction  Device  on  Typewriter  (if  available) 
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Eraser  Tape 

1.  Use  white  eraser  tape  on  white  paper  only.     Do  not  use 
it  on  newsprint  or  coloured  paper. 

2.  Use  the  tape  only  if  you  are  going  to  type  over  the 
error . 

3.  Don't  use  the  tape  for  more  than  three  letters  in  a  row. 

4.  After  correction,   check:      Is  the  error  hidden? 


Correction  Fluid 


1.  Use  white  fluid  on  white  paper  only.  Do  not  use  this 
on  newsprint. 

2.  Apply  the  fluid  lightly  and  quickly  to  the  outline  of 
the  letter  to  be  corrected.  Do  not  "paint"  the  fluid 
onto  the  paper. 

3.  Do  not  use  fluid  if  you  are  not  going  to  type  over  the 
correction.     Use  an  eraser  instead. 

4.  Check:     Is  the  error  hidden? 


THE  PURPOSE  OF  ERASING  IS  TO  CONCEAL  THE  ERROR. 
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SECTION  C:  TABULATION 

If  your  machine  has  a  pre-set  tabulator  please  refer  to  the 
next  page. 

To  make  the  carriage  skip  to  a  selected  point,  set  a  tab 
stop  at  that  point  and  use  the  tab  key.  To  do  this,  you 
will  have  to  follow  these  steps: 

1.  Eliminate  any  tab  stops  that  may  be  in  the  way.  Use 
any  one  of   the   following  techniques: 

(a)  Press  the  all-clear  key  if  your  machine  has  one,  or 

(b)  If  you  want  all  tabs  removed,  move  the  carriage  to 
the  right  margin,  and  then  hold  down  the  tab  clear 
key  as  you  return  the  carriage,  or 

(c)  If  you  want  just  the  one  tab  removed,   tab  to  the 
unwanted  spot  and  press  the  tab  clear  key. 

It  is  a  good  idea  to  double-check  that  tabs  are  cleared 
before  you  start  setting  new  tabs. 

2.  Set  the  tab  stop  by  moving  the  carriage  to  the  desired 
point  and  then  pressing  the  tab  set  key. 

3.  Test  the  setting  by  returning  the  carriage  to  the  left 
margin  and  pressing  the  tab  key.     The  carriage  should 
stop  at  the  desired  point  or  points. 


Please  note:     The  tabulator  on  your  machine  may  work 

differently.  If  this  is  the  case,  please 
consult  your  typewriter  manual. 
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Pre-set  Tabulator 


Some  typewriters  do  not  have  tab  clear  and  tab  set  keys 
because  the  tabs  are  already  set.     If  you  have  pre-set  tabs, 
you  will  take   longer  to  do  tabulation  exercises,   but  you  can 
manage  by  using  the  space  bar  and  the  backspace  key.  Some 
typewriters  have  tabs  set  at  every  six  spaces;   others  have 
pre-set  tabs  every  ten  spaces.     For  example,    if  you  have 
pre-set  tabs  every  ten  spaces,   your  carriage  might  stop  at 
the  following  points: 


If  you  have  a  pre-set  tabulator,  assignment  &A  can  be  done 
as  follows:     The  first  three   lines  in  the  assignment  show: 

^un  gun  guy. 

buy,  but  hilt  hum 

hxim  ^am  ^aw  taw 

1.       If  50  is  the  center  of  your  carriage,   your   left  margin 
will  be  set  at   20.      (In  this  assignment  you  have  to  use 
line  60.) 
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2.  The  first  column  will  start  at  the  left  margin,   at  20 
on  your  carriage  scale.     The  second  column  will  start 
15  spaces  away,   at  35.     Column  three  starts  at  50  and 
column  four  at  65.     Make  a  note  of  these  numbers.  Write 
them  down. 

3.  Type  ^iuA.  and  tab  once.     If  your  pre-set  tabs  are  ten 
spaces  apart,   your  carriage  will  now  be  at  30.     To  get 
to  35  (where  column  two  starts)   space  over  using  the 
space  bar. 

4.  Type  ^nn  and  tab  once.     Your  carriage  will  now  be  at 
40.     Tab  again.     Now  you  are  50,  where  column  three 
begins . 

5.  Type  gjutn.  and  tab  once.     Your  carriage  will  be  at  60. 
Space  over  five  times  to  65. 

6.  Type  QUy,^  return. 

7.  Type  the  rest  of  the  exercise  using  this  format. 


If  a  tab  has  to  be  set  at  69,  for  example,  it  will  be  easier 
to  tab  to  70  and  then  backspace  once  to  69. 
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Practice  Exercise  1 


Line  50 
Spacing  1 

Set  a  tab  stop  15 

To  see  if  you  set 

(Return)  (Tab) 

(Return)  (Tab) 

(Return)  (Tab) 


spaces  from  the 

this  correctly, 

(Type)  Tab  Stop 
(Type)  Tab  Stop 
(Type)     Tab  Stop 


left  margin. 

try  the  following. 


Your  finished  work  should  look  like  this: 


Tab  Stop 
Tab  Stop 
Tab  Stop 


Practice  Exercise  2 


Line  50 
Spacing  2 

Clear  all  tabs.     Set  three  tab  stops — every  15  spaces. 


left 
margin 

-« — 15  spaces—^ 


first 
tab 


second 
tab 


third 
tab 


— 15  spaces— >  < — 15  spaces—^ 


Type  the  following: 


TktA  (tab) 
wo/ik  (tab) 
atl  (tab) 
Cjo/iyL<ictty,. 


Ia  (tab) 
inUJ,  (tab) 
taby^  (tab) 


hou)  (tab) 
took  (tab) 
Obno.  (tab) 


y^ouA.  (return) 

(return) 
Aot.  (return) 


Your  work  should   look   like  this: 


ThlA  La 

ivo/ik  wLLL 

att  tab/i 
cv/uie,ctU.y.. 


kow  y.OLUL 

took  tf. 
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Assignment  6A 

Line  50 
Spacing  1 
Tabs  15 

1 .  Clear  all  tabs . 

2.  Set  a  tab  every  15  spaces. 

3.  Type  your  name  (line  7),   the  assignment  number  (line  8) 
and  the  date  (line  9). 

4.  Return  19  times  and  type  the  assignment. 

5.  This  assignment  is  worth  ten  marks. 

6.  Correct  all  errors.     Remember  to  correct  them  neatly 
using  the  correct  erasing  techniques.     Untidy  erasing  and 
too  many  erasures  will  reduce  your  marks  for  this 

as  s  ignment . 

7.  Overlooked  errors  will  be  severely  penalized. 


fjUL 

fjun 

gjun 

buy. 

buuL 

hwL 

hum 

hjom 

^am 

^aw 

taw 

Xjow 

box. 

ylOX 

mid 

did 

ted 

lad 

find 

Ult- 

y^at 

kin 

pat 

pLt 

ptn 

iJic 

ken 

ton 

ttn 

ijOLC- 

tap 

ttp 
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Assignment  6B 

Line  70 
Spacing  1 
Tabs  6 

1.  Clear  all  tabs. 

2.  Set  tabs  so  that  there  will  be  six  spaces  between  columns. 
For  example,   space  over  twice  for  the  letters  in  "of" 

and  space  six  more  times  for  the  spaces.     Therefore,  your 
tab  is  set  8  spaces  past  the  left  margin.     Set  other 
tabs  in  a  similar  way: 

left  first  second  third 

margin  tab  tab  tab 

of 123456wasl23456thel23456farl23456   

3.  Type  your  name   (line  7),   the  assignment  number  (line  8) 
and  the  date   (line  9)  at  the  top. 

4.  Return  19  times  and  type  the  assignment. 

5.  This  assignment  is  worth  ten  marks. 

6.  Correct  all  errors.     Remember  to  correct  them  neatly 
using  the  correct  erasing  technique.     Untidy  erasing 


and 

too  many 

erasure 

will  reduce 

your 

marks  for 

this 

assi 

gnment . 

7.       Overlooked  errors  will  be  severe 

ly  penalized. 

iho. 

fjCUL 

and 

now 

CO/L 

can '  t 

to 

but 

hoA 

men 

/\aLu 

can 

won '  t 

OA 

f^ew 

and 

can 

kad 

you 

won 

L6n '  t 

88 

188 

18k 

Ikk 

1U1 

1k8 

188 

l88kU 

UU8 

^82 

k8k 

kU28k 

8^ 

81+2 

8Uif 

2UU 

kUU 

^^2 

^82 

k82Ul 

In. 

/Lod 

y,ou 

/Lay, 

may 

day 

yyweet 

tve. 

him 

g,et 

AQJt 

wed 

ted 

led 

b/iead 

up 

kin 

wet 

mum 

nun 

nLL 

J,oint 
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SECTION  D:  HORIZONTAL  CENTERING 

In  order  to  center  something  horizontally  on  a  page,  you  must 
type  half  of  it  on  either  side  of  the  page: 

HORIZONTALLY  CENTERED 

123456789  10  10  98765»t321 

I 

center 

Steps  in  Centering 

1.  Set  margin  stops  at  the  extreme  left  and  right  margins. 

2.  Clear  all  tab  stops.     Set  a  tab  at  the  center. 

3.  Insert  and  adjust  your  paper.     Double-check  that  the 
paper  is  inserted  at  center — if  it  is  not,   you  will  find 
that  your  horizontal  centering  will  be  incorrect. 

4.  Tab  to  center. 

5.  Locate  the  backspace  key. 

6.  Say  the  strokes  (including  spaces)   in  pairs  to  yourself, 
depressing  the  backspace  once  after  you  sa  '  each  pair. 
If  you  have  an  odd  stroke  left  over  after  v^alling  off 
all  pairs,   do  NOT  backspace  for  it. 

Example: 

One  of  the  easiest 
^  )i  ){  )K      )K  )^  )V  ) 

7.  Type  the  line. 

8.  Check  your  work. 

Another  Example 

CHESS  AND  CHECKER 

1.  Tab  to  center. 

2.  Say  the  letters  in  pairs  as  you  backspace.     Ignore  the 
leftover  stroke. 


CHESS  AND  CHECKE: 
U  U  U  I.  J  L  J  I  J  U  I  J 
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Practice  Exercise  1 

Type  the  following  exercise  following  the  steps  as  outlined 
earlier.     Start  on  line  7.  Double-space. 

One  of  the  easiest 
things  to  do 
is 

horizontal  centering 

Remove  your  page  from  the  typewriter.     Fold  your  paper  in 
half  from  side  to  side.     Your  center  crease  should  run  down 
your  typing  as  shown  here: 

I 
I 

One  of  thje  easiest 
I 
I 

thingsj  to  do 

is 

horizontal^  centering 

'   crease 

If  your  crease  is  not  at  this  point,  check: 

1.  Did  you  insert  your  page  correctly? 

2.  Is  your  tab  set  at  center? 

3.  Did  you  backspace  correctly  for  each  line? 

If  your  answer  to  any  one  of  the  above  questions  is  "no", 
please  redo  the  exercise. 
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Practice  Exercise  2 


Reinsert  the  page  you  used  for  practice  exercise  1.  Start 
on  line  20.     Double-space.     Center  the  exercise  below 
horizontally. 

Horizontal  centering 
is  usually  done 
by  using  the 
backspace  key 


Check  for  centering.  The  centre  crease  should  be  as  shown 
below: 

Horizontal!  centering 

is  usually  done 
I 
I 

by  usi^ng  the 
I 

T 

backspace  key 
I 
I 

Practice  Exercise  3 


Start  on  the  same  page  on  line  33.  Single-space.  Center 
each  one  of  the   following  course  titles. 


^^^^^p^^^^  ^^^^ 
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Your  answer  should  look  like  this: 


Accou[nt  ing 
Basic  Bjusiness 
Computer  Pfrogramming 

Market  ing 
Record  [Keeping 
Short^hand 
TypewiJ'i  t  ing 


Practice  Exercise  4 


New  Page 

Start  on  line  23 
Doub le-Space 

Center  the  following  names: 


Richard  Cruickshank 

Helmut  Fiebich 

Jim  Hagan 

Bill  Halpin 

Sam  Higa 

Archie  Lim 

GeNel  McLean 

Pat  Mielnichuk 

Jerry  Pon 

Gonam  Raju 

Phil  Yoo 
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Answer  to  Practice  Exercise  4 


Richard  Cr^uickshank 

Helmut  |Fiebich 

Jim  Ijagan 

Bill  ijalpin 

Sam  [Higa 

Archije  Lim 

GeNel  jyicLean 

Pat  Mie;inichuk 
I 
I 

Jerr)!  Pen 

I 
I 

Gonam[  Raju 
Phil;  Yog 
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Assignments  6C  to  6H 

Each  assignment  is  worth  ten  marks.     Marks  will  be  deducted 
as  follows: 

-  2     for  each  typing  error  left  uncorrected; 

-  2     for  each  typing  error  poorly  corrected; 

-  2     if  you  started  on  the  incorrect  line; 

-  2     if  you  did  not  type  your  name,   etc.   at  the  top; 

-  5     if  the  assignment   is  not  centered  horizontally. 

If  you  wish  to  do  well   in  this   lesson,   please  double-check 
each  assignment  for: 

errors 

''''''''     horizontal  centering 

Good  Luck! 


Assignment  6C 

Use  a  new  page. 
Double-space . 
Start  on  line  25. 

Correct  all  errors  using  the  correct  techniques. 
Type  your  name,   etc.   at  the  top — lines  7,   8  and  9. 

Center  the  following  assignment  horizontally. 

The  Business  Education  Department 

of  the 

Alberta  Correspondence  School 
offers  several  courses 
that  will  be  of  interest 
to  students 
who  want   to   learn  more 
about 
secretarial  courses 
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Assignment  6D 

New  page. 

Double-space . 

Start  on  line  26. 

Correct  all  errors. 

Type  your  name,   etc.   at  the  top. 

Center  the  following  assignment  horizontally. 


/o 
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SECTION  E:  BLOCK  CENTERING 

To  center  a  group  of  lines   (not  each  line  individually)  use 
the  following  block-centering  procedure: 

1.  Pick  the   longest   line  in  the  group. 

2.  Backspace  to  center  that  line. 

3.  Set  the   left  margin  stop. 

4.  Begin  all   lines  at  the   left  margin. 

Example : 

To  block-center  the  seven  days  of  the  week: 

1.  Pick  the   longest   line  in  the  group. 

Monday 

Tue  sday 

Wednesday 

Thursday 

Friday 

Saturday 

Sunday 

The   line  would  be  "Wednesday". 

2.  Tab  to  center. 

3.  Backspace  for  Wednesday: 

Wednesday 
I  J I  J  L  J  ^  J 

4.  Set  your  left  margin. 

5.  Type  the  days  one  below  the  other,  with  each  day  starting 
at  the   left  margin. 

6.  Remove  your  paper  and  crease  in  half. 


7. 


'Wednesday"  should  be  centered  horizontally. 
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Practice  Exercises 

Before  you  start  on  the  next  two  assignments,  please  try  out 
the  following  practice  exercises. 

Start  the  first  one  on  a  new  page.     Single-space.     Leave  five 
blank  lines  between  the  first  and  second  exercises.  Leave 
another  five  lines  between  the  second  and  third  exercises  as 
we  1 1 . 

On  completion,   check  your  work  with  the  answers  found  on  the 
next  page. 


Practice  Exercise  1 


Block-center  the  following: 


Edmonton 
Calgary 
Le thbr idge 
Medicine  Hat 
Grande  Prairie 
Red  Deer 
St.  Albert 


Practice  Exercise  2 

Block-center  the  ten  provinces  of  Canada.  Arrange  the 
provinces  alphabetically. 


Practice  Exercise  3 

Block-center  the  months  of  the  year. 
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Answers  to  Practice  Exercises  1  to  3 


Practice  Exercise  1 


Edmonton 
Calgary 
Lethbr idge 
Medicine  Hat 
Grande  Prairie 
Red  Deer 
St.  Albert 


Practice  Exercise  2 


Alberta 

British  Columbia 

Manitoba 

New  Brunswick 

Newfoundland 

Nova  Scotia 

Ontario 

Prince  Edward  Island 
Quebec 

Saskatchewan 


Practice  Exercise  3 


January 

February 

March 

Apr  i  1 

May 

June 

July 

August 

September 

Oc  tober 

November 

December 
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Assignment  6E 

Start  on  line  29.  Single-space.  Block-center  the  following 
assignment : 


Correct  all  errors  neatly.     Type  name,   etc.   at  the  top. 


Assignment  6F 

Single-space.  Start  on  line  29.  Block-center.  Correct  all 
errors  neatly.     Type  name,   etc.   at  the  top. 

Block-center  a  list  of  ten  people  whom  you  know.     Type  the 
first  names   first,   but  arrange  the  names   in  alphabetical 
order  according  to  the  last  names. 


Example : 


Janet  Allen 
Desmond  Peters 
Maryann  Tabonter 
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SECTION  F:     HORIZONTAL  CENTERING  (with  Headings) 


Please  Note: 

1.  The  main  heading  is  typed  in  BLOCK  CAPITALS. 

2.  One  blank  line  is   left  between  the  main  heading  and  the 
subheading . 

3.  The  subheading  is  typed  in  lower  case   (small  letters) 
except  for  the  main  words  which  begin  with  capital  letters. 

4.  Two  blank  lines  are  left  after  the  subheading  and  before 
you  start  typing  the  body  of  the  exercise. 

5.  The  body  is  usually  block-centered. 
Example: 

ALBERTA  CORRESPONDENCE  SCHOOL 
Business  Education  Department  Courses 


Account  ing 
Basic  Business 
Computer  Programming 
Law 

Marke  t  ing 
Record  Keeping 
Shorthand 
Typewrit  ing 
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Practice  Exercises 


Once  again  you  will  be  given  a  few  practice  exercises  so 
that  you  can  try  out  this  new  skill.     After  completing  each 
exercise,   check  for  horizontal  centering.     Also  check  that 
ONE  line  is  left  between  the  main  heading  and  the  subheading, 
and  TWO  lines  are  left  after  the  subheading. 


Practice  Exercise  1 


PROVINCE  OF  ALBERTA 


Northern  Towns 


Peace  River 

High  Level 

Manning 

Fort  McMurray 

Hines  Creek 

Wabasca 

Desmarais 

Fairview 


Practice  Exercise  2 

/^i^cuj.  So 
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SECTION  G: 


HORIZONTAL  CENTERING  (Centering  Columns) 


Example 


ACS  STUDENTS 
Southern  Alberta 


Jane  Sutherland  Calgary 

Agnes  Khan  Cardston 

Chris  Kucheruk  Vulcan 

Derk  VanAarden  Okotoks 

Helmut  Wentland  Lethbridge 

Danielle  Gosterhuizen  Redcliff 


1.  Clear  the  margin  stops  and  clear  all  tab  stops. 

2.  Pick  the   longest  entry  in  each  column.     In  the  example 
above : 

First  Column:  Danielle  Gosterhuizen 

Second  Column:  Lethbridge 

3.  We  usually  leave  six  spaces  between  columns. 

4.  Move  the  carriage  to  the  center. 

5.  Backspace  GNCE  for  every  two  spaces  in  the  longest 
possible  line: 

Danielle  Go sterhuizenl 23456 Lethbridge 
I J I J I J I J I J  L  j  I  j  I  j  I  j  I J I  j  I J  k  J  L  n  J  L  J  u  u 

(This  is  called  the  KEY  LINE.) 
Ignore  any   leftover  strokes. 

6.  Set  the   left  margin. 
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7.  To  get  the  tab  set  at  the  beginning  of  the  second  column, 
space  over  once  for  each  letter  and  space  in  the  longest 
item  of   the  first  column  (Danielle  Oos terhuizen )   and  add 
six  spaces. 

In  the  above  example,   you  would  start  at  the   left  margin, 
and  you  will  press  the  space  bar  once  for  each  letter 
and  space: 

Danielle  Oosterhuizenl23456 
and  then  you  will  set  the  tab. 

8.  Center  and  type  the  main  heading  in  block  capitals. 

9.  Return  twice,   so  that  a  line  is  left  blank. 

10.  Center  and  type  the  subheading  in  lower  case. 

11.  Return  THREE  times,   so  that  TWO  blank  lines  are  left. 

12.  Starting  at  the   left  margin,  type: 

Jane  Sutherland 

13.  TAB. 

14.  Type  the  entry  in  the  second  column: 

Calgary 

15.  Complete  the  table. 
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Practice  Exercise  1 


ALBERTA  CORRESPONDENCE  SCHOOL 
Instructional  Services  Management 


Director 

Associate  Director 
Elementary  Department  Head 
Junior  High  Department  Head 
Senior  High  Department  Head 


A.  J.  Turnbull 
J .  Punko 

B.  Slevinsky 
H.  Fiebich 
G.  Balay 


KEY  LINE 


Senior  High  Department  Headl23456A.   J.  Turnbull 


Practice  Exercise  2 
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Assignment  6G 

1.  Center  the  following  table  horizontally  on  a  full  page. 

2.  Single-space. 

3.  Start  on  line  25. 

4.  Type  your  name,   etc.,   at  the  appropriate  places. 

5.  This  assignment  and  the  next  one  are  worth  ten  marks 
each.     For  each  assignment,  marks  will  be  deducted  as 
f ol lows : 


2 
2 
2 
5 
2 


for  each  uncorrected  typing  error 

for  each  poorly  corrected  error 

for  starting  on  the  wrong  line 

if  the  table  is  not  centered  horizontally 

for  each  error  in  spacing 


6. 


Remember  to 


leave  six  spaces  between  the  columns. 


BIRTHSTONES 


Listed  by  Month 


January 

February 

March 

April 

May 

June 


Garnet 

Amethyst 

Aquamarine 

Diamond 

Emerald 

Pearl 

Ruby 

Peridot 

Sapphire 

Opal 

Topaz 

Turquoise 


July 
August 


September 
October 
November 
December 


Typewriting  10 


-  40  - 


Lesson  6 


Assignment  6H 

Follow  the  same  ins true t io ins  as  for  assignment  6G.     Start  on 


Please  check  both  assignments  very  carefully.  Overlooked 
errors  will  reduce  your  marks  greatly.     Mistakes   in  horizontal 
centering  lose  you  half  the  marks  for  each  assignment.  Check 
carefully  for  centering.     Do  the  exercise  over  if  the  centering 
is  wrong. 


line  26. 


CANADIAN  PROVINCES 


Floral  Emblems 


Alberta 

British  Columbia 

Manitoba 

New  Brunswick 

Newfoundland 

Nova  Scotia 

Ontario 

Prince  Edward  Island 
Quebec 

Saskatchewan 


Wild  Rose 

Dogwood 

Crocus 

Purple  Violet 
Pitcher  Plant 
Trailing  Arbutus 
White  Trillium 
Ladys 1 ipper 
White  Lily 
Prairie  Lily 


Good  luck. 
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SECTION  H:  TIMINGS 

Assignment  6 I 

Line  50 
Spacing  1 
Tabs  5 

Submit  three  valid  one-minute  timings  on  the  following  para- 
graph.    Please  remember  that  a  valid  timing  has  no  more  than 
ONE  error.     Circle  your  errors  and  show  calculations  below 
each  timing.     Corrections  are  NOT  permitted  in  timings. 

There  are  those  who  say  that  all   is  not  well  10 

with  the  young.     It  is  said  they  do  not  want  jobs  20 

and  have  lost  part  of  their  zest  for  life;  but  is  30 
this  true?     I  am  sure  it  is  not  so. 

123456789  10 


If  you  finish  the  timing  before  the  one  minute  is  up,  start 
from  the  beginning  again  and  keep  going  until  the  minute  is 
up. 


Assignment  6 J 

Follow  the  same  instructions  as  those  given  for  assignment  6l. 

If  I  had  the  quick  wit  and  the  drive  of  some  10 

of  them,   I  would  try  some  big  things.     He  who  has  20 

good  wit  and  zeal  will  be  the  one  to  do  the  great  30 

things  that  are  to  be  done  in  the  next  few  years.  40 
What  things  will  you  do? 


123456789  10 
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SECTION  I: 


REVIEW 


Assignment  Check 

Check  off  each  of  the  following  as  you  insert   it   into  the 
envelope.     Remember  that  each  assignment   is  worth  ten  marks 
Aim  for  100%  on  each  assignment. 


Assignment  6A 
Assignment  6B 


Tabulat  ion 
Tabulation 


AssigniTient  6C 
Assignment  6D 


Horizontal  Centering 
Horizontal  Centering 


Assignment  6E 
Assignment  6F 


Block  Centering 
Block  Centering 


Assignment  6G 
Assignment  6H 


Centering  with  Columns 
Centering  with  Columns 


Assignment  61 
Assignment  6J 


One-Minute  Timings 
One-Minute  Timings 


Please  Note: 

Marks  will  be  deducted: 

—  if  errors  are  overlooked 

—  if  errors  are  poorly  corrected 

—  if  there  are  too  many  corrections 

—  if  your  name,   etc.,    is  not  typed  at  the  right  spot 

—  if  you  start  on  the  wrong  line 

—  if   spacing   is  incorrect 

—  if  centering  is  incorrect. 
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Self-Evaluat ion 

Lesson  six  is  over.     If  you  are  taking  Typewriting  10  for 
three  credits,   you  have  reached  the  halfway  point.  Five- 
credit  students  would  have  finished  almost  one-third  of  the 
program.     How  well  do  you  think  you  have  mastered  the  follow- 
ing sections? 

VERY        SATIS-  CAN 
GOOD       FACTORY  IMPROVE 

1.  Alphabetic  Keys       

2.  Numeric  Keys       

3.  Symbolic  Keys       

4.  Typing  Numbers       

5.  Error  Correction       

6.  Tabulation       

7.  Horizontal  Centering       

8.  Block  Centering       

9.  Column  Centering       

10.  One-Minute  Timings       

Congratulations  if  you  have  checked  off  "very  good"  for 
each  item.     You  should  get  an  "A"  for  this  lesson. 

Please  concentrate  on  your  weaker  areas.     Do  not  go  on  to 

the  next   lesson  until  you  have  mastered  all  the  above  sections. 

Lesson  seven  deals  with  vertical  centering.     Up  to  this  stage 
you  know  how  to  center  material  horizontally.     You  have 
always  been  told  on  what   line  to  start  typing.     In  the  next 
lesson  you  will   learn  how  to  figure  out  the  line  you  will 
start  on. 

Should  you  have  problems  with  this  course,   please  do  not 
hesitate  to  let  me  know.     You  could  call  me:     Phone  674-5333. 
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The  start  of  a  brand  new  lesson.     I  hope  you  are  eager  to  get 
cracking.     The  main  skill  to  be  learned  in  this   lesson  is 
vertical  centering.     By  the  end  of  this  lesson: 


□ 
□ 
□ 


□ 


You  will  be  able  to  center  material 
horizontally  and  vertically. 


You  will  be  able  to  space  correctly 
between  headings  and  subheadings. 


You  will  be  able  to  center  two-column 
and  three-column  displays. 


You  will  be  able  to  attain  a  minimum 
speed  of  20  words  a  minute  on  a  two- 
minute  timing  with  a  maximum  of  two 
errors . 


Do  not  forget  that  I  am  here  to  help  you  pass  this  course. 
If  you  encounter  any  difficulties  with  this   lesson,   you  may 
find  it  more  convenient  to  phone  me  at  the  school   in  Barrhead. 
The  phone  number  here  is  674-5333.     To  save  long-distance 
charges  you  may  call  through  your  local  RITE  operator. 
Consult  your  telephone  directory.   If  there  is  no  RITE  operator 
locally,  you  may  still  reach  me  without  charge  by  dialing 
your  operator  and  asking  for  Zenith  22333. 


Aim  to  do  your  very  best! 
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SECTION  A:  REVIEW 


Before  we  start  the  next  section,  we  v^ill  review  what  has 
been  learned  about  horizontal  centering.     Try  the  following 
exercises  first. 


Review  Exercise  1 

Center  each  of  the  following  names  horizontally.  Single- 
space.     Use  a  full  sheet  of  paper  and  start  on  line  30. 
Before  you  start  typing  make  sure  that  your  paper  is  inserted 
at  center.     Erase  and  correct  your  errors  neatly. 


Alice  Wilberts 
Edward  Obert 
John  R.  Robinson 

Jane  Lou  Burns 
Josephone  Barclay 
Tom  Maurice  Lambertson,  Sr. 


Check: 

1.  Fold  your  paper  in  half  sideways.     Is  each  line  divided 
more  or  less  evenly? 

2.  All  the  "b's"  should  line  up. 


Alice  Wil|berts 
Edward  OJbert 
John  R.  Rojbinson 

Jane  Lou  [Burns 
Josephone  [Barclay 
Tom  Maurice  Lam[bertson,  Sr 
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Review  Exercise  2 

Center  the  following  display.  Double-space  so  that  a  line 
is   left  between  lines  of  typing.     Start  on  line  29. 


Compare  your  work  with  the  answer  found  on  the  next  page. 


Review  Exercise  3 

Compose  and  type  the  following  display  making  sure  that  each 
line  is  centered  horizontally.  Double-space.  Start  on  line 
29. 


Your  full  name 
Street  #  or  Box  # 
Town 

Province  and  Postal  Code 


Telephone  # 
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Answer  to  Review  Exercise  2 

Your  Community  Association 
invites  you  to  attend 
The  Opening  of  the  Children's  Park 
Saturday,  May  15 
Refreshments  will  be  served 


Keyboard  Review 

Type  the  following  sentence  quickly  five  times.     Then,  circle 
your  errors.     List  the   letters  which  give  you  difficulty. 
Type  three   lines  of  the  practice  given  for  each  of  these 
letters.     If,   for  example,   the   letters  "a,   c,  k,   r"  gave  you 
problems,   then  you  will  type  the  a,   c,  k,   and  r  lines  three 
times  each. 

Line  70 
Spacing  1 

He  can  make  the  big  quest  very  zestful   if  he  will  just  hope  and  relax. 

a  appreciate  attainable  attention  avalanche  available  bazaar  applause 
bb  bubble  baby  babble  bib  bob  fob  rob  rub  tub  tribe  bulb  rubble  robber 
checkers  combine  electric  success  eccentric  ocean  chances  cache  crash 
decided  doodle  added  dried  dude  Dad  Drysdale  did  dish  dedicated  deadly 
e  elected  deceit  ended  elite  need  Elf  each  extent  extreme  needed  every 
fearful  baffled  Fluff  offer  buff  Flo  shuffled  forego  floor  fork  family 
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goggles  rugged  gangs  aging  eggs  Gray  gaggle  lugging  grassy  log  boggled 
hatchet  rhythm  hunch  shush  hash  Hal  this  with  hyphen  hush  high  the  hot 
initials  icicles  idiom  icing  idle  Ike  inimitable  initiation  idealistic 
jujitsu  juggled  judge  rajah  joins  Jan  Jeffrey  jostled  jars  just  Jerome 
kickoff  knocks  skulks  knack  kick  Ken  skill  clock  knobs  baskets  kettles 
letter  legally  lovely  allow  shall  lily  Loy  levelling  roll  lolling  poll 
Mammoth  murmur  mummy  mimic  maim  May  mime  mammal  mused  motherly  mercury 
nations  cannon  ninth  nouns  none  Nan  noone  noon  ninety-nine  normal  line 
ooze  odometer  occur  too  loose  oppose  odes  loophole  door  nook  food  ours 
comprehend  problems  people  part  play  purpose  puppy  Penelope  peppy  pass 
question  quatrain  quartz  quack  quota  quiz  quarry  loquacious  quit  quell 
roar  return  regular  ruler  reader  furry  murmur  racers  rain  rare  blurred 
several  sassy  saves  suit  swish  soaks  sakes  shut  stay  side  satisfactory 
attention  little  attain  that  they  thus  tired  trips  ture  turn  tree  toss 
unusually  uses  true  sure  suid  turf  tune  tuck  blue  mute  burn  unit  until 
vote  veal  vile  very  view  veil  vase  save  vast  vane  cave  valley  van  have 
worthwhile  well  were  when  who  will  what  we'd  wasp  west  wisp  aware  with 
exciting  fix  mix  six  baxes  lax  oxen  apex  axis  coax  calyx  boxing  climax 
you  yes  your  yard  years  yell  yield  yolk  yelp  yawn  play  yeast  yesterday 
zeal   lazy  buzz  razor  dozen  zone  Azores  drizzle  Venezuela  zestful  prize 
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SECTION  B:  VERTICAL  CENTERING 

Up  to  this  point  we  have   learned  how  to  center  material  hori- 
zontally.    You  would  have  noticed  that  in  earlier  exercises 
you  were  always  told  to  start  on  a  particular  line.     This  was 
done  so  that  your  work  would  appear  vertically  centered. 
From  now  on  you  will  have  to  determine  on  what  line  to  begin 
if  you  want  your  work  to  be  centered  vertically. 

In  this  course  you  will  be  asked  to  center  material  on  a  full 
sheet  or  a  half  sheet.     A  full  sheet   (the  same  size  as  the 
paper  used  in  these   lesson  notes)  has  66   lines.     A  half  sheet 
has  33  lines. 

To  center  material  vertically,   follow  this  procedure: 

Examp le : 


Count  the  number  of 

ANNOUNCEMENT 

1 

lines   (including  blank 

2 

lines)   that  the  material 

3 

will  occupy.  (12) 

All  Local  Residents 

4 

are  invited  to 

5 
6 

Subtract  this  from  the 

TOYS  ON  WHEELS 

7 

number  of   lines  avail- 

8 

able  on  your  page. 

A  Drama  Club  Presentation 

9 

10 

Full   sheet:     66  -  12 

Community  Hall 

11 

(54) 

Saturday,  May  23  at  7:30  p.m. 

12 

Divide  this  by  2.  Ignore 

fractions . 

54  T  2  =  27 


Add  one:  27  +  1. 
Start  on  line  28. 

Half  Sheet:     33  -  12  =  21 

21  T  2  =  10  (ignore  fractions) 
10  +     1  =  11 


Start  on   line  11. 
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Note: 

This  sign  means  that  you  must  return  two  times 
after  typing  this  line,   and  then  type  the  next 
2  line.     If  you  do  this,  ONE   blank  line  will  be 

left  between  the  lines  of  typing. 

This  sign  means  that  you  must  return  THREE  times 
^  and  then  type  the  next   line.     You  will  then  leave 

TWO  blank  lines  between  lines  of  typing. 


WESTLOCK  AGRICULTURAL  SOCIETYj 
Annual  General  Meetingj 

Members  are  invited  to  be  present 
at  this  meeting 


After  the  main  heading  you  are  asked  to  return  TWO  times. 
One  blank  line  will  then  be  left. 

After  the  subheading  you  are  asked  to  return  THREE  times. 
TWO  blank  lines  will  be  left. 

After  line  three  you  are  asked  to  return  TWO  times.  Only  ONE 
blank  line  is  left. 
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Practice  Exercise  1 


Type  the  following  display  on  a  FULL  sheet  of  paper  making 
sure  that   it   is  centered  vertically  and  horizontally. 


FREE  PUPPIES] 

One  Month  Old 
Both  Females  and  Males 

Yan  Chan 
674-6299 
Barrhead 


To  check  your  work,  remove  your  page  from  the  machine.  Fold 
sideways  in  half  to  check  for  horizontal  centering.  Fold  in 
half  from  top  to  bottom  to  check  for  vertical  centering. 

Your  creases  should  be  close  to  the  following: 


FREE  pjuPPIES 
I 

I 
I 

One  Mojnth  Old 
Both  Femalejs  and  Males 
I 

Yan  [Chan 
674-)6299 
Bar  rjhead 
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Practice  Exercise  2 

Type  the  following  display  on  a  half  sheet  of  paper  centering 
it  horizontally  and  vertically. 


REWARDj 


A  $20  reward  will  be  given 

to  the  person 
who  finds  my  missing  walletj 

Jane  Robinson 
476-1938 
Edmonton 


Practice  Exercise  3 

Center  on  a  half  sheet: 


m4   Wdi  Mu^-Wxnq^ 


z 


876  -  5°iAZ 
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Assignments  7A  to  7H  involve  centering.     Each  one  of  these 
assignments  is  worth  ten  marks.     Marks  will  deducted  as 
f ol lows : 


-  2     for  each  uncorrected  typing  error 

-  2     for  each  error  poorly  corrected 

-2     if  your  name,   assignment  number  and  the  date 
are  not  on  lines  7,   8,   and  9 

-4     if  the  material  is  not  centered  horizontally 

-4     if  the  material   is  not  centered  vertically 


Assignment  7A 

Center  the  following  on  a  full  sheet  of  paper: 


SANGUDO  YOUTH 


3 


Invites 
All  Interested  Persons 
to  attend  a| 


2 


GENERAL  MEETING 


2 


Ice  Arena 


Friday,   June  15,   8:00  p.m. 


2 


Refreshments  Will  Be  Served 
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Assignment  7B 

Center  on  a  full  sheet. 


READ  THIS! 


Easyread  Books  Limited 
has  just  published 

LEARNING  TO  READ  FASTER 

to  help  everyone 
read  faster 

More  Details  Available  From 

Naidoo's  Book  Store 
14723  -  63  Avenue 

Edmonton 
Phone:  445-7329 
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SECTION  C: 


HEADINGS  AND  SUBHEADINGS 


Examole 


TOWN  OF  TABER 


Town  Officials\  / 
1984-85  J 


Mayor  Derek  Greitchen 
Treasurer  Frances  O'Hara 
Manager  Faye  Cooper 
Secretary  Don  Kinsey 


The  main  heading  (TOV/N  OF  TABER)   is  always  typed  in 
CAPITAL  LETTERS. 

One  blank  line  is  left  between  the  main  heading  and  the 
subheading . 

If  there  is  more  than  one  subheading  (as  in  the  example 
above)  no  blank  lines  are   left  between. 

Two  blank  lines  are  left  after  the  heading  section  and 
before  the  body  of  the  display. 
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Practice  Exercise  1 

Center  the  following  display  on  a  full  sheet  of  paper.  Make 
sure  that  the  spacing  is  correct. 


PAUL  KANE  HIGH  SCHOOL 
Athletic  Club  Members 


Andy  Willans 
Melody  Hiemann 
Dixie  Adams 
Marlene  Smith 


Practice  Exercise  2 


Center  the  following  on  a  full  sheet. 


TYPEWRITING  COURSE 


Main  Sections 
Introductory  Level 


Keyboard 
Horizontal  Centering 
Vertical  Centering 
Letters 
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Assignment  7C 

Center  the  following  on  a  full  sheet. 


BOY  SCOUTS  OF  CANADA 

Youth  Programs 
1984-1985 


Rovers 
Venturers 
Scouts 

Cubs 
Beavers 


Assignment  7D 

Center  the  following  on  a  full  sheet. 


ALBERTA  EDUCATION 

Diploma  Courses 
Grade  12 


English  30 
English  33 
Social  Studies  30 
Mathematics  30 
Biology  30 
Chemistry  30 
Physics  30 
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SECTION  D:  VERTICAL  CENTERING  WITH  COLUMNS 

Please  review  lesson  six — centering  columns — before 
attempting  the  following  four  assignments. 

When  doing  these  assignments  do  not   forget  the  mark  scheme 
mentioned  earlier.     Aim  for  1007o  on  each  assignment.  Get 
into  the  habit  of  checking  all  work  submitted. 


Assignment  7E 

Center  on  a  full  sheet: 


FURTHER  EDUCATION  COUNCIL 


Special  Interest  Course  Instructors 


1984-1985 


Art 

Building  Construction 
Computer  Programming 
Floral  Arrangements 
Mixo logy 
Wheel  Balancing 


Henry  Miller 
Olga  Olansky 


Wilfred  T.  Archer 
Anne  Humphrey 
Grace  O'Mallon 
Fido  Rescke 


Hint :     Key  Line : : 

Building  Constructionl23456Wilf red  T.  Archer 
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Assignment  7F 

Center  the  following  on  a  full  sheet. 

^\ajm   Of  CjoenmLB 


r 


Three-Column  Centering 

Three-column  centering  is  very  much  like  two-column  centering 
It   is  important  that  you  identify  the  key  line  correctly. 
Take  the   longest   item  in  column  one,   add  six  spaces,   take  the 
longest  entry  in  column  two,   add  six  spaces  and  then  take  the 
longest   item  in  column  three. 
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Assignment  7G 

Center  on  a  full  sheet. 


WEATHER  RECORDS 


Greatest  Rainfall 
Greatest  Snowfall 
Hottest  Place 
Coldest  Place 
Wettest  Place 
Driest  Place 


Ci laos 

Mt .  Rainier 

Dallol 

Pole  of  Cold 

Kauai 

Ca lama 


La  Reunion 

Washington 

Ethiopia 

Antarct  ica 

Hawaii 

Chile 


Key  Line: 

Greatest  Rainf al 1123456Pole  of  Coldl23456La  Reunion 


Assingment  7H 

Center  on  a  full  page. 


VERNON  SCHOOL 

Lunch  Counter  Duty 
Weekly  Schedule 


Monday 
Monday 


Morning 
Af  ternoon 


Grant  Arnold 
Dave  Borgstrom 


Tuesday 
Tuesday 


Morning 
Af  ternoon 


Eddie  Chan 
George  Dabrowsky 


Wednesday 
Wednesday 


Morning 
Afternoon 


Fran  Elliot 
Jane  Hagan 


Thursday 
Thursday 


Morning 
Afternoon 


Gordon  Litke 
John  Kryvonishka 


Friday 
Friday 


Morning 
Af  ternoon 


Phil  Yoo 
Judy  Zwicker 
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SECTION  E:  TIMINGS 

We    will    now   be    doing    TWO-minute    timings.    If    you  finish 
before  two  minutes  are  up,   return  your  carriage  twice  and 
continue  to  type  from  the  beginning  of  the  timing. 

Please  make  careful  note  of  the  following  before  you  start 
your  timing  assignments. 

1.  Use  line  40  (Assignment  71)  and  line  50  (Assignment  7J). 

2.  Spacing  1. 

3.  Type  your  name  on  line  7,   the  assignment  number  on  line 
8  and  the  date  on  line  9. 

4.  Return  three  times  and  get  ready  to  do  your  first  timing. 

5.  On  the  signal  to  start,   begin  typing. 

6.  Remember  to  return  twice  after  "Dear  Vic:".     If  you 
finish  before  two  minutes  are  up,   return  your  carriage 
twice  and  continue  from  the  beginning. 

7.  At   the  end  of   two  minutes,    stop.     Return  five  times. 

8.  While  the  paper  is  still  in  the  machine,   neatly  circle 
all  errors.     Don't   leave  out  errors  in  spacing.  All 
lines  should  end  evenly.     If  not,   there  must  be  an  error. 

9.  If  you  have  more  than  TWO  errors,   draw  a  line  across  the 
timing  and  write  INVALID  across  it. 

10.  Begin  your  next  timing.  Repeat  the  process  until  you 
have  TWO  valid  timings.  Please  remember  that  a  valid 
timing  has  no  more  than  TWO  errors. 

11.  After  you  remove  the  paper  from  the  machine,  complete 
and  write  in  the  calculation  showing  your  speed. 

12.  If   in  doubt,   check  the  example  given  after  the  timings. 

Each  assignment   is  worth  ten  marks.     The  higher  your  speed, 
the  higher  your  mark.     Overlooked  errors  will  be  severely 
pena 1 ized . 

Erasing  is  NOT  permitted  in  timings.     Any  corrections  made 
will  make  the   timing  invalid. 
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Assignment  71 

Line  40 
Spacing  1 


Dear  Vic:  2 

3 

The  new  coach  will  be  here  on  the  sixth  11 

of  June.     I  fear  that  my  size  will  keep  19 

me  off  the  squad,   for  he  likes  the  team  27 

to  be  big  fellows.     Well,  hope  we  win  a  35 

lot  of  games  this  year.  40 


1        2        3        4        5        6        7  8 


Assignment  7J 

Line  50 
Spacing  1 

Please  submit  TWO  valid  timings  on  the  following.  Each 
timing  should  be  two  minutes   long.     A  valid  timing  has  no 
more  than  TWO  errors. 


Dear  Duke:  2 

3 

I  think  that  you  will  be  amazed  to  find  that  Miss  13 
Amsby  is  thinking  of  having  a  special  honor  roll,  23 
just  for  me.  It  seems  my  mom  has  set  a  record  by  33 
the  frequency  of  her  visits  to  the  school  office.  43 


123456789  10 
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Example 


Jacqueline  Dixon 
Assignment  71 
November  6,  1986 


Dear  Vic: 

The  new  coach  will  be  here  on  the  sixth 
of  June.     I  fear  that  my  size  will  keep 
me  off  the  squad,    for  he   likes  (thee)  team 
to  be  big  fellows.     Well,  hope  we  win 


Dear  Vic: 

The  new  coach  will  be 

of  June.  I  te^mythat  my  size  will  keep 
me  off  the  scmd^,  tor  he  likes  the  team 
to  be  big  tdllows.    (We e  1^  hope 


Dear  Vic: 


The  new  coach  will  be  he^^ on  the  sixth 
of  ^uTy^     I  fear  t^\^,My  size  wil  keep 
me  off  the  squa(j^^|^..^for  he   likes  the  (£e^ 
to  be  big 


Dear  Vic: 

The  new  coach  will  be  here  on  the  sixth 
of  June.  I  fear  that  my  size  will  keep 
me  off  the  squad,  for  he  likes  the  team 
to  be  big  fellows.  Well,  hope  we  win  a 
lot  of  games  this  year. 

Dear  Vic: 

The  new  (fcooch)  wi  1 1 
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SECTION  F: 


REVIEW 


Assignment  Check 

Check  off  each  item  as  you  insert   it  into  the  envelope.  Please 
check  that  your  name,   assignment  number  and  the  date  appear 
on  all  pages.     Aim  for  100%  in  all  assignments.     Marks  will 
be  deducted  for  overlooked  errors  and  for  poor  corrections. 


Assignment  7A 
Assignment  7B 


Vertical  Centering 
Vertical  Centering 


Assignment  7C 
Assignment  7D 


Headings  and  Subheadings 
Headings  and  Subheadings 


Assignment  7E 
Assignment  7F 


Centering  Two  Columns 
Centering  Two  Columns 


Assignment  7G 
Assignment  7H 


Centering  Three  Columns 
Centering  Three  Columns 


Assignment  71 
Assignment  7J 


Two-Minute  Timings 
Two-Minute  Timings 


Please  Note: 

Marks  will  be  deducted; 

—  if  errors  are  overlooked 

—  if  errors  are  poorly  corrected 

—  if  there  are  too  many  corrections 

—  if  your  name,   etc.,    is  not  typed  at  the  correct  spot 

—  if  spacing  is  incorrect 

—  if  centering  is  incorrect 

Please  check  all  assignments  for  the  above  before  submitting 
them. 
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Self -Evaluation 

You  have  reached  the  end  of  yet  another  lesson.     I  trust  that 
you  are  enjoying  this  course.     You  may  find  it  getting  more 
difficult  as  you  progress  through  this  course.     It   is  important 
that  you  evaluate  your  progress  at  intervals  to  see  how  well 
you  are  doing. 


1.       Horizontal  Centering 


2.       Vertical  Centering 


3.       Headings  and  Subheadings 


4.       Column  Centering 


5.  Timings 


Lesson  eight  is  the  last   lesson  of  this  module.     It  deals 
with  outlines,   enumerations,  word  division  and  making  line- 
ending  decisions. 


VERY 
GOOD 


SATIS- 
FACTORY 


CAN 
IMPROVE 
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SECTION  A: 


REVIEW 


Before  we  go  on  to  the  next  section,  here  are  two  review 
exercises  that  will  help  you  to  see  whether  you  can  center 
material  attractively.     Please  type  these  exercises  keeping 
in  mind  what  you  have  learned  in  lessons  6  and  7. 


Review  Exercise  1 

Center  the  following  on  a  full  sheet  of  paper  leaving  six 
spaces  between  columns. 


TRAVEL  PLANS 
For  Abdullah  Raiman 


Monday,  July  2 
Monday,   July  2 


Leave  Edmonton 
Arrive  at  Houston 


10:20  a.m. 
4:35  p .m, 


Wednesday,  July  4 
Wednesday,   July  4 


Leave  Houston 
Arrive  at  London 


10:25  a.m, 
8:55  p.m. 


Tuesday,  July  10 
Tuesday,  July  10 


Leave  London 
Arrive  at  Edmonton 


6 : 45  a.m, 
11:55  p.m. 


On  completion,   please  check  for  horizontal  centering  by 
folding  the  paper  in  half  sideways.     The  side  margins  should 
be  equal.     Then  fold  the  paper  in  half   so  that  the  bottom 
edge  is  in  line  with  the  top  edge.     The  top  and  bottom  margins 
should  also  be  equal. 
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If  HORIZONTAL  CENTERING  is   incorrect,   check  the  followng: 

1.  Was  your  paper  inserted  with  the  center  crease  in  line 
with  the  chosen  center  on  your  carriage? 

2.  Did  you  align  your  paper? 

3.  Did  you  use  the  following  key  line? 

Wednesday,   July  4, ^ , Arrive  at  Edmonton, „„, ^ , 10 : 20  a.m. 

123456  123456 

4.  Did  you  backspace  correctly?     Once  for  each  pair  of 
characters  in  the  key  line. 

Wednesday,   July  4  Arrive  at  Edmont on, ^ „ , ^ , 1 0 : 20  a.m. 

i)^){)V)l)V)^)lJ    123^56^jtj^ju^JlJUljljl23  45  6tj^j^j^j^j 
^  J  I  J  ^  J  I  J  L  J  I  j 


If  VERTICAL  CENTERING  is   incorrect,   check  the  following: 

1.  Did  you  calculate  correctly? 
66  -  13  =  53 

53  T     2  =  26   (ignore  fractions) 
26  +     1  =  27 
Start  on  line  27. 

There  were  13   lines  in  the  display.     One  blank  line  is 
left  after  the  main  heading.     TWO  blank  lines  are  left 
after  the  subheading  and  one  blank  line  is   left  after 
each  daily  entry. 

2.  Was  your  line  space  regulator  set  at  1? 

3.  Did  you  return  27  times  before  starting  to  type? 

4.  Did  you  return  TWICE  after  the  main  heading  so  that  ONE 
blank  line   is  left? 

5.  Did  you  return  THRICE  after  the  subheading  so  that  TWO 
blank  lines  are  left? 

6.  Did  you  return  TWICE  after  each  daily  entry  so  that  ONE 
blank  line  separates  Monday  from  Wednesday,   and  Wednesday 
from  Tuesday? 

7.  Did  you  single-space  the  rest  of  the  body? 
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Review  Exercise  2 

If  you  had  problems  with  the  first  review  exercise,  please 
try  this  one  as  well.  Even  if  you  had  exercise  1  correct, 
it  will  be  good  practice  to  try  this  too. 

Center  the  following  on  a  full  sheet  of  paper: 


PEACE  HILLS  SCHOOL 


Business 

Education  Award  Winners 

Anne  Humphreys 

Account  ing 

987o 

Dick  Robinson 

Basic  Business 

95% 

Gail  Anderson 

Computer  Programming 

97% 

Ranjit  Singh 

Law 

99% 

Sarah  O'Henry 

Market  ing 

93% 

Vince  Rosetti 

Office  Procedures 

95% 

Carlos  Deringo 

Shorthand 

91% 

Manandi  Zulu 

Typewrit  ing 

92% 

Check  for  centering  as  explained  for  review  exercise  1.  If 
your  work  is  not  centered,   check  the  following  as  well: 

1.  The  key  line  is: 

Anne  Humphreys^23^^^Co'^P^t^^  Programming^23^^^9S°/° 

2.  Calculations: 

The  table  occupies  13  lines: 
66  -  13  =  53 

53  V     2  =  26  (ignore  fractions) 
26  +     1  =  27 
Start  on  line  27. 


If  you  had  difficulties  with  both  review  exercises,  please 
go  over  lessons  6  and  7.     Try  those  exercises  again.  If, 
after  carefully  going  through  these  notes  and  practising  all 
the  exercises,   you  still  have  problems  with  centering,  please 
phone  me  at  the  Correspondence  School:  674-5333. 
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SECTION  B:  OUTLINES 


An  outline  is  used  to  summarize  information  about  a  particular 
topic  in  an  attractive  and  easy-to-read  format. 

Please  refer  to  the  example  on  the  next  page  as  you  study  the 
techniques  involved  in  typing  outlines. 

1.  An  outline  is  centered  vertically  and  horizontally. 

2.  The  title  is  typed  in  CAPITAL  LETTERS. 

3.  Two  blank  lines  are  left  after  the  title. 

4.  The  main  headings  are  typed  two  spaces  after  the  roman 
numeral  period.  Capitalize  important  words  and  under- 
score the  entire  main  heading. 

5.  Leave  TVJO  spaces  before  and  ONE  space  after  the  main 
heading . 

6.  Two  spaces  are  left  after  the  period  following  a  roman 
numeral,   alphabet   letter  or  number: 

I.  Potting   

A.  Choose   

1,  Terra   

7.  The  key  line  when  working  out  horizontal  centering  must 
include  the   largest  roman  numeral.   In  the  example  on 
the  next  page,   the  key  line  is: 


III.     B.     Apply  fertilizer  according  to  the  directions  on  the  package. 


Typewriting  10 


-  5  - 


Lesson  8 


CARE  AND  FEEDING  OF  A  HOUSEPLANT 


I .     Potting  the  Houseplant 


A.  Choose  a  suitable  pot. 

1.  Terra  cotta 

2.  Glazed  pottery 

3.  Plastic 

4.  Paper  Substitute 

B.  Prepare  an  appropriate  mix  of  potting  soil. 

1 .  Loam 

2.  Sand 

3.  Vermiculite 

4.  Charcoal 

5.  Pebbles 

C.  Set  the  plant  in  the  mixed  soil  in  the  center  of  the  pot. 

II .     Daily  or  Weekly  Care  of  the  Plant 

A.  Choose  a  location  for  the  plant  with  a  suitable  exposure. 

1.  Sunny  location 

2.  Partially  shaded  location 

3.  Shaded  location 

B.  Arrange  a  watering  schedule  suitable  to  the  plant's  needs. 

1.  Daily 

2.  Every  two  or  three  days 

3.  Weekly 

4.  Once  a  month 


III .     Feeding  a  Houseplant 

A.     Choose  a  suitable  fertilizer. 


1. 
2. 


Liquid  fertilizer 
Tablet  fertilizer 


B.     Apply  fertilizer  according  to  the  directions  on  the  package. 
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Numbering  Outlines 

The  most  common  way  to  number  and  set  up  outlines  is  as 
f ol lows : 


HEADING  I  ^ 


A. 


B. 


A. 


1. 
2. 


1. 
2. 
3. 


(1) 
(2) 


(1) 
(2) 
(3) 


(a) 
(b) 


(a) 
(b) 
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Assignments  8A  to  8H  are  each  worth  ten  marks.  Marks  will 
be  deducted  as  follows: 

-  2  for  each  uncorrected  typing  error 

-  2  for  each  poorly  corrected  error 

-  2  for  errors  in  spacing 

-  4  if  not  centered  vertically 

-  4  if  not  centered  horizontally 


Time  now  to  attempt  the  first  two  assignments  in  this  lesson 
They  are  on  OUTLINES.  After  you  have  completed  these  assign- 
ments,  double-check.  Aim  for  1007o.   Type  your  name  on  line 
7,   the  assignment  number  on  line  8  and  the  date  on  line  9  at 
the  top. 
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Assignment  8A 

Center  the  following  outline  on  a  full  sheet  of  paper. 


CARE  OF  THE  TYPEWRITER 


I .     General  Care  of  the  Machine 

A.  Be  sure  the  paper  is  in  the  machine  before  striking 
the  keys. 

1.  Prevents  damage  to  the  cylinder 

2.  Saves  keys  from  damage 

B.  Center  carriage  and  cover  typewriter  when  leaving 
it . 

1.  Accident  prevention 

2.  Dust-free 


II.     Daily  Tasks 

A.  Brush  out  eraser  particles. 

1.  Bearings  saved  from  wear 

2.  Keys  not  gummed  up 

B.  Clean  the  type  with  a  stiff  brush. 
1.     Clears  printing 

C.  Always  keep  the  machine  covered  when  not  in  use. 
1 .     Keeps  dust  off 


D. 


On  electrics  turn  motor  off  when  not   in  use. 

1 .  Save s  power 

2.  Saves  motor 
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Assignment  8B 

Center  the  following  outline  on  a  full  sheet  of  paper. 

Sugg esT\(i«05  v^dr  t^pimg  ^^i^  rr-ticlE 

A.    rnoLio  -Vop'ic3 

6-     Qddi  +  ionCLl  poi  n+s 

C    PrDper  order 

1.    NoduroLl  "oec^uence 
3^.    PcrVin^r\i    mfermoctiori  only 

Correo-Vion  o-V  "^l^P'rc^  errors  lcL-V(^r 
6.  Proo^recLdin^  and  rcoie)ion  rroL-tenoi 
^-   Proo^reouders  marK^ 
3-  Correc-Vi  on^ 
C.  Varie-iv^  \n  ^en+cr^cje.  s-VrucHrure 

HI-    F\r^ri\  CopLj 

Q.     Ruies  -fer  good  ciopy 

6.    Correo-Viori  o-f  typing  cjrror^ 

C .    Proo^  roodli  riCj. 

\-    Be-^orc-  remoocul  o-?^  pcxpjex^ 
^.  ficovxrac-u^ 
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SECTION  C:  ENUMERATIONS 

An  enumeration  is  a  series  of  numbered  or   lettered  words, 
phrases  or  sentences. 

Example 

THE  TYPEWRITING  TEN  COURSE 

1.  Module  One  deals  with  keyboarding  which  includes  all  the 
alphabetic  and  numeric  keys. 

2.  Module  Two  continues  with  keyboarding  (symbolic  keys) 
and  covers  tabulation,   centering,   outlines  and  also 
enumerat  ions . 

3.  Module  Three   teaches  various  forms  of   letters  and  how  to 
type  essays. 

4.  Module  Four  deals  with  reports. 

5.  Module  Five   (the  final  module  in  the  five-credit  course) 
covers   letters  and  tables. 


Please  note  the  following  in  the  above  example: 

Enumerations  are  centered  horizontally  and  vertically, 
each  ITEM  is  single-spaced. 
A  blank  line  is   left  between  items. 
Vo'r-A'Vc-v     Titles  are  typed  in  CAPITAL  LETTERS  and  centered  over 
the  enumeration. 

Two  blank  lines  separate  the  title  from  the  body. 
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Assignment  8B 

Center  the  following  outline  on  a  full  sheet  of  paper. 

A.    rHouo  -I'opic.s 

6-     Qdd i 4- ionCLl  poi  n+s 

C-    Proper  order 

1.    Moduroi]  ^ec^uenee 

3^.    9^r\\n^r\\    mfcr mcxti or\  only 

3-  Oper\i  nc^  ^^arrVcnce. 

•4.  ClD^incj  ServVenee 

H.     fiough  Dro-9-i- 

ft-  QuioK  V\|pincj  -Vhougn-i'S 

\.  CorrccA-ion  o-^  spe^llinc^  la-V^r 

Correo-Vion  o-^  '^l^P''^  errors  lccV<^r 
6.  Proo-^recLdinc^  and  rcoie)ion  o-^  vroL-tenod 
Proo^reouders  irr^arK^ 
3-  CorrecL-V(on^ 
C.  Varie-iv^  \n  ^cn+enc_e-  s+racdurc 

ft-     PiuAerb  -for  good  eopy 

6.    Correo-Vion  O"^  "typing  errors 

C .    Proo^  reodii  ncj: 

\-    6e-^orc.  remoocel  o-^  pajpex" 

^-  RcooLraou^ 
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SECTION  C:  ENUMERATIONS 


An  enumeration  is  a  series  of  numbered  or  lettered  words, 
phrases  or  sentences. 

Example 

THE  TYPEWRITING  TEN  COURSE 


1.  Module  One  deals  with  keyboarding  which  includes  all  the 
alphabetic  and  numeric  keys. 

2.  Module   Two  continues  with  keyboarding  (symbolic  keys) 
and  covers  tabulation,   centering,   outlines  and  also 
enumerat  ions . 

3.  Module  Three   teaches  various  forms  of   letters  and  how  to 
type  essays. 

4.  Module  Four  deals  with  reports. 

5.  Module  Five  (the  final  module  in  the  five-credit  course) 
covers   letters  and  tables. 


Please  note  the  following  in  the  above  example: 

-A-VfVr-A-A-     Enumerations  are  centered  horizontally  and  vertically. 

each  ITEM  is  single-spaced. 

A  blank  line  is   left  between  items. 
v-A-v-A-A'     Titles  are  typed  in  CAPITAL  LETTERS  and  centered  over 

the  enumeration. 

Two  blank  lines  separate  the  title  from  the  body. 
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Assignment  8Q 

Type  the  following  on  a  full  sheet. 


ENUMERATIONS 

1.  An  enumeration  is  a  series  of  numbered  or  lettered  words, 
phrases  or  sentences. 

2.  Enumerations  are  centered  vertically  and  block-centered 
horizontal ly . 

3.  An  enumeration  is  set  up  so  that  the  numbers  or  letters 
stand  by  themselves  in  the  margin. 

4.  Each  letter  q  c  number  is  followed  by  a  period.  Two 
spaces  are  left  after  the  period. 

5.  All   lines  that  do  not  start  with  an  identifying  number 
or  letter  are  tabbed  in  four  spaces. 


Before  submitting  this  assignment,  please  check: 

(a)  Have  you  corrected  all  errors? 

(b)  Are  the  corrections  done  neatly? 

(c)  Are  there  too  many  corrections?     If  there  are,    it  will 
be  better  to  redo  the  assignment. 

(d)  Is  the  assignment  centered  vertically? 

(e)  Is  it  centered  horizontally  too? 
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Assignment  8D 

Type  the  following  enumeration  on  a  full  sheet  of  paper. 
Use  a  60-space  line.     Please  note  that  your  lines  may  not 
end  at  the  same  point  as  shown  below. 


.djCij^^    A.  "^^^   /^/yd/ynio(:u}  Aj^oJ-^  .^2^^^  ^lOu/i^j^ 
(J  1 


Jm.  i<y.ojuio)lmd.l.  ^ 
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SECTION  D: 


MAKING  LINE-ENDING  DECISIONS 


When  your  typewriter  bell  rings,  you  must  often  decide  whether 
you  have  enough  space  to  complete  a  word  or  whether  you  should 
divide  it.     In  this  section  you  will  be  taught  to  make  line- 
ending  decisions. 

To  help  keep  a  straight  right  margin,   all  typewriters  have  a 
margin  stop  that  locks  the  keys  when  the  carriage  reaches  the 
right  margin.     Typewriters  also  have  a  signal  bell  that  rings 
when  the  carriage  is  a-  few  spaces  from  the  right  margin  stop. 

In  practice  most   lines  do  not  end  evenly  with  the  right  margin. 
Only  when  material   is  especially  written,   as  in  some  of  the 
earlier  exercises  in  this  course,   do  lines  end  evenly  with 
one  another.     The  typist  has  to  make  the  lines  end  as  evenly 
as  possible.     The  typist  has  to  make  the  lines  end  near  the 
line-ending  point. 

The  line  should  end  four  or  five  spaces  before  or  after  the 
line-end  point.     For  example,   if  you  want  the  lines  to  end 
at  70,   they  should  end  between  70  -  4  =  66  and  70  +  4  =  74. 
Spaces  66  to  74  are  the  line-ending  zone  when  the  line-end 


Most   lines  v/ill  end  rig.at  at  or  a  little  past  the  line-end 
point.      If  the  rignt  .aargin  vjere  set  exactly  at   the  line-end 
point,   you  would  have  to  use  the  margin  release  key  for  every 
line  that  reached  or  went  past  that  point.     Therefore,  we 
should  move  the  right  margin  stop  an  additional  five  spaces 
to  the  right.     This  will  reduce  the  use  of  the  margin  release 
key . 


is  70. 


ine  ending  zone 


'70 
line 
end 
poi  n  t 


175 
right 
margin 
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On  most  machines  the  bell  rings  seven  or  eight  spaces  before 
the  margin  stop  locks.     However,   you  moved  the  stop  five 
spaces  past  the   line-end  point.     Therefore,  when  the  bell 
does  ring,   you  have  only  TWO  or  THREE  spaces  before  reaching 
the  line-end  point. 


Example  1 

You  have  to  type  the  following  sentence  using  a  60-space  line: 

_  57  60 

I  ke.  exniR  uuLLL  be,  Aorvt  to  y,ou  only.  afjtoA.  eJughJie-on.  /scutLAf^acJio/iy, 
le^/sorh6  cuiQ.  ^ubnujttQjd, 


The  bell  will  ring  when  you  type  the  "c"   (57)  for 
"satisfactory".     The   line-end  point  would  be  the 
"r"   (60)   in  "satisfactory".     If  you  kept  on  typing 
"lessons"  your  machine  would  lock  at  the  "s"  (65) 
in  "lessons". 


The  decision  you  have  to  make  is  where  do  you  stop  typing — 
after  "satisfactory"  or  after  "lessons".     You  want  to  stop 
at  the  60th  space  or  within  four  spaces  of  it.     The  ideal 
stop  would  be  at  the  end  of  the  word  "satisfactory".  The 
"y"  would  be  the  61st   space — which  is  in  the  line-ending  zone. 


line-  ending  zone 


satisfactory  lessons 


bell 
ri  ngs 


line  - 
end 
point 
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Example  2 

You  have  to  type  the  following  sentence  using  a  50-space  line. 
Final.  t<Zy6tA  muAt  bo,  w/Lutten  luhon  a  ^upeA.vJu6o/i  La  p/ioAont. 

Bell  rings  at  .  (47:     "i"  in  "is") 

Line-end  point  is   .  (50:     This  is  a  50-space  line) 

Margin  locks  at   .  (55:     add  5  to  the  right  margin) 

End  line  at   .  ("is":     "s"  occupies  the  48th  space) 


Self-Correcting  Exercise 

If  a  40-space  line  is  used,  which  would  be  the  best  place  to 
stop  typing? 


All  work  submitted  in  this  course  must  be  done  neatly. 

BoJA  /LingA  ^ 

Lune.-Qnd  point  ' 

haAjgXn  ZocAa  at  ' 

Stop  ty^ping.  ivtien  yjoa  /loach 


40  45 

A  good  typist  will  not  overlook  a  single  error. 


LLnor-ond  point  

ftlaA.gtn  tocA^  at  — 
Stop  tgpinjg,  aftieji 
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Proofreading  forms  a  very  important  part  of  this  lesson. 

BeUU.  yUfigA  ^  j 

Lin&.-efvd  point  ' 

Stop  ty.pinjg,  afJiOJi 


Overlooked  errors  are  very  costly  and  affect  gradings. 

t     t  k 

BoJUi  /UngA  1 

Liner-end  point  ' 

l^aA.gin  toch/s  

Stop  ty,pifig,  afjLeji 


Making  line-ending  decisions  can  be  quite  easy  too. 

BeXX  /ujuQA  ^  [ 

Line- end.  point  ' 

Stop  ty,pinjg,  afjLeJi 


Answers 


All  work  submitted  in  this  course  must  be  done  neatly. 
Stop  tipping,  when  y.ou  /leach  be. 

A  good  typist  will  not  overlook  a  single  error. 
Stop  ty,pin.g,  apte/i  single. 

Proofreading  forms  a  very  important  part  of  this  lesson. 
Stop  ty^ping,  afiteA.  part. 

Overlooked  errors  are  very  costly  and  affect  gradings. 
Stop  tipping.  apteA.  affect. 

Making  line-ending  decisions  can  be  quite  easy  too. 
Stop  ty^piiug,  apte/L  quite. 
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Name : 

Assignment  8E 
Date  : 

Assignment  8E 

When  using  a  50-space  line,   after  what  word  would  you  end 
your  line? 

The  margin  release  key  allows  you  to  type  beyond  the  margin. 
Answer:   

On  some  machines  the  margin  release  is  operated  by  the  little 
f  inger . 

Answer:   

To  type  outside  the  right  margin,   depress  the  release  key. 
Answer:   

The  right  margin  is  moved  an  additional  five  spaces. 
Answer : 

The  bell  rings  seven  or  eight  spaces  before  the  end. 
Answer : 
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Assignment  8E  (continued) 

Another  decision  to  be  made  involves  word  division  too. 
Answer : 


The  next  section  lists  rules  to  be  used  in  this  activity. 
Answer : 


Pay  careful  attention  to  these  very  important  rules. 
Answer : 


When  in  doubt,  refer  back  to  these  rules  for  help. 
Answer : 


A  word  division  dictionary  can  also  be  very  useful. 
Answer : 
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Assignment  8F 

Line  40 

Spacing  2 

Start  on  line  25 


Type  the  following  exercise  using  a  40-space  line.     You  will 
have  to  make  the  correct   line-ending  decisions.     Do  NOT  type 
it   line  for  line  as  shown  below.     Your  lines  will  end  differ- 
ently because  you  will  be  using  a  40-space  line.  Correct 
ALL  errors  neatly. 


On  most  machines,   a  bell  rings  when  the  carriage 
moves  near  i  j  the  right  margin  stop — to  warn  that  in 
half  a  dozen  more  strokes  the  keys  will  lock.  You 
should  think  quickly  when  you  hear  the  signal.  Should 
you  finish  the  word  or  should  you  divide  it?  You 
have  to  keep  on  typing;   you  are  not  to  look  up; 
and  within  just  six  strokes  you  must  decide  what 
to  do . 
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SECTION  E: 


WORD  DIVISION 


When  your  typewriter  bell  rings,   you  must  often  decide  whether 
you  have  space  to  complete  a  word  or  whether  you  should  divide 
it.     Instead  of   leaving  large  empty  spaces  at  the  ends  of  lines 
where  complete  words  cannot  fit  in,  we  have  to  divide  words  so 
that  the  right  margin  does  not   look  too  ragged. 

There  are  several  rules  to  keep  in  mind  when  dividing  words: 


Divide  only  between  syllables.     If  you  are  not  sure 


where  a  syllable  ends 
some  words  are  tricky 


use  a  dictionary.     Never  guess- 


E.g.:      sy l-la~ble 
chi 1-dren 
pro-ject  (verb) 
proj-ect  (noun) 


Do  not  divide 

(a)  a  word  pronounced  as  one  syllable 

(b)  a  word  of   five  or  fewer  letters; 

(c)  any  contraction:  couldn 

(d)  any  abbreviation;  dept. 


shippea,  strengtn 
about,  into, 
t ,   can ' t ,   o ' c lock . 
Alta . ,  a.m. 


Leave  a  syllable  of  at   least  two  letters  in  the  upper  line 


Line  1 
Line  2 


to- 
gether 


ab- 
solute 


around     not  a- 

round 


Carry  to  the  next  line  a  syllable  of  at  least  three  letters 
or  two  letters  and  a  punctuation  mark  that  follows  the  word 


Line  1 
Line  2 


full 

est 


cov- 
er, 


teacher  not 


teach- 
er 


Do  not  divide  words  at  the  end  of  more  than  two  consecutive 
1 ines . 
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Assignment  8G 

Line  50 
Spacing  2 
Tab  5 

Start  on  line  24 

Type  the  paragraph  below.     You  will  not  type  it  line-for- 
line  as  the  paragraph  is  typed  on  a  60-space   line  and  you 
will  have  to  use  a  50-space  line.     Some  words  will  have  to 
be  divided  at  the  end  of  the   line,   so  listen  for  the  bell. 
If  you  make  the  correct   line-ending  decisions,   all  lines 
except  for  the  last  one  will  end  evenly. 

Make  sure  that  the  assignment  is  error-free.     Correct  all 
errors  using  the  proper  techniques: 


AJU.  of-  UA  no^od.  to  watch  oun.  dLo^  ^o  malntcLLrL  g,ood  ke-otth. 
'Jf.  y.ou  do  not  know  much  about  rmtAjJu,on,  then  y,ou  Ahoibid  /starit 
to  te.a/in — now.     Catln^  tiabLt/s  can.  doAt/ioy,  g,oocL  health  on.  can 
keJ.p  y,ou  attain  g.ood  haatth,  /io  be  /SLuie  to  eaX.  whote/iome  food 
ax,  evejiy,  meal.     Jf  y,ou  wouJjoL  tike  to  /Lead  /some  Infonmollon  on 
rauOilxlon,   vIaH  i^oua.  ILb/iaA.^  o/i  y^oLui  local  book-^to/ie.  Al60, 
be  ^Luie  xo  teoAn  how  vilaniln  AupplenientA  en^uyie  thax.  we  /lecelve 
the  mJjilmum  dally,  /lecyulyieinenXA  of  vix.amlnA  and  mlne/ialA. 
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Assignment  8H 

This  assignment   introduces  additional  rules.     Read  the  rule 
and  the  example.     Then  type  the  practice  sentences.  Correct 
your  errors.     Make  sure  that  erasing  is  done  neatly. 

Line  50 

Spacing  1   (double-space  between  rules) 
Start  on  line  21 


Rule  1:     Divide  only  between  whole  syllables.     Consult  a 
dictionary  if  you  are  uncertain: 

e.g.     prod-uct     NOT  pro-duct 

knowl-edge     NOT  know-ledge 

Type: 

depar-tures,  delin-quent,  clo-sures,  commen-sura t e 
compo-nents,  aval-anche,  aus-pices,  circum-s tances 
chlo-rine,  bur-dened,  nei-ther,  mus-tard,  blan-ket 
roast-ers,   bitu-minous,   descr ip-t ive ,  respon-dents 

Rule  2:     Divide  near  the  middle  of  a  word  if  possible: 
e.g.     pictur-esque     NOT  pic-turesque 

Type: 

repro-duce,  satis-fied,  scep-tical,  retro-spect ive 
proce-dures,  prof i-c iency ,  re sub-mit ted ,  pre-vious 
hypo-dermics ,  repos-sess,  sand-paper,  resub-mitted 
pharma-cologists ,   procras-t ina t ion ,  incon-venience 
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Rule  3:     Divide  after,   not  within,   a  prefix  such  as: 

anti-  ante-  be- 

con-  de-  ex- 

fore-  in-  intro- 

You  may  divide  intro-duce  but  you  should  not  divide 
the  word  as  in-troduce. 


Type: 

anti-dote,   de-fraud,  inter-vene,   pre-fer,  in-clude 

for-give,    dis-place,  in-quiry,   con-clude,  be-comes 

ex-tinct,   fore-cast,  intro-vert,   for-give,  de-lays 


Rule  4:     Divide  before,   not  within,   a  suffix.     A  suffix  is 
a  combination  of   letters  put  after  a  root  word  to 
change  the  meaning  of   the  root.     Common  suffixes 
inc lude ; 

-able  -fully  -ible  -icle  -ing 

You  may  type  wonder-fully,  but  you  should  not  divide 
the  word  as  wonderf ul-ly . 


Type: 

absorp-tion,  aggrega-t ion ,  vulner-able,  cross-ings 
ficti-tious,  inexcus-ab le ,  grammat-ica 1 ,  ceil-ings 
col laps-ible ,   harm-fully,   remov-able,  circula-tion 


Rule  5:     Divide  after  a  one-letter  syllable  in  the  middle  of 

a  word  unless  the  syllable  is  part  of  a  suffix.  Type 
sepa-rate  not  sep-arate. 

Type: 

elimi-nated,  annexa-t ions ,  edi-tors,  expendi-ture s 
approxi-mate ,  elabo-rate,  exper i-ments ,  frivo-lous 
soli-tary,   ego-tist,    fami-lies,   ene-mies,  gela-tin 
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Rule  6:     When  two  strongly  accented  vowels  appear  together, 
divide  between  them,   even  though  the  second  one  may 
be  a  one-letter  syllable.     You  may  type  radi-ator 
but  not  radia-tor. 


Type: 

abbrevi-ated ,  retro-active,  acqui-esce,  strenu-ous 
foli-age,  sali-ent,  soci-ety,  tedi-ous,  curi-osity 
pedi-atric,   vari-ance,   the-ory,   tini-est,  situ-ate 


SECTION  F:  TIMINGS 


The   last  two  assignments  in  this   lesson  involve  timed  writings. 
Your  minimum  typing  speed  at  this  point  should  be  around  20 
words  a  minute. 

Please  follow  the  following  instructions  for  both  assignments: 

1.  Line  50.  Single-space. 

2.  Type  name,   assignment  number  and  the  date  on  lines  7, 
8,  9. 

3.  Return  5  times. 

4.  Start  on  the  signal.     Stop  on  the  signal  at  the  end  of 
two  minutes. 

5.  At  the  end  of  the  first  timing,   return  five  times.  While 
the  paper  is  still   in  the  machine,   carefully  circle  all 
errors.      If  you  have  more  than  TWO  errors,   cross  out  the 
timing  and  write  li^VALID  across  it. 

6.  Go  on  with  the  second  attempt. 

7.  The  assignment  will  be  complete  when  you  have  TWO  valid 
timings — a  valid  timing  has  no  more  than  TWO  errors. 

8.  Show  calculations  below  each  timing. 

9.  Corrections  are  NOT  permitted  in  timings. 


If   in  doubt,   please  refer  to  the  example   in  lesson  seven. 
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Assignment  81 

Submit  TWO  valid  timings  on  the  following  paragraph: 

A  jigsaw  puzzle  is  such  fun.     To  fit  all  the  10 

shapes  is  a  game.     At  first  it  is  a  game  of  hues,  20 

and  then  it  is  a  game  of  sizes,   and  at  the  last  a  30 

game  of  fits.     Each  piece  looks  as  though  it  will  40 

fit,  but  just  one  piece  will  do  so.     You  can  push  50 

and  squeeze  all  day,  but  only  the  right  shape  and  60 

proper  size  will  drop  into  place.     Many  pieces  do  70 

look  equal  to  the  holes,  but  only  the  exact  match  80 
fits  in  the  puzzle. 

123456789  10 


Assignment  8 J 

Submit  TWO  valid  timings  on  the  following  paragraph; 

The  end  of  a  semester  would  be  just  great  if  10 

it  were  not  for  the  tests.     It  is  a  joy  to  finish  20 

the  term,   to  have  the  course  done,   to  have  a  hold  30 

on  things  we  have  mastered,   etc.     The  lone  shadow  40 

is  the  course  exam.     But,   on  the  other  hand,   some  50 

students  like  tests;   they  see  tests  as  the  chance  60 

to  prove  how  much  they  have  learned.     Things  that  70 

are  a  puzzle  to  most  of  us  are  quite  clear  to  all  30 
those  lucky  persons. 


123456789  10 
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SECTION  G; 


REVIEW 


Assignment  Check 

Check  off  each  item  as  you  insert  it  into  the  envelope 


Assignment  8A 
Assignment  SB 


Out  1 ine 
Out  1 ine 


Assignment  8C 
Assignment  8D 


Enumerat  ion 
Enumerat  ion 


Assignment  8E 
Assignment  8F 


Line-Ending  Decisions 
Line-Ending  Decisions 


Assignment  8G 
Assignment  8H 


Word  Division 
Word  Division 


Assignment  81 
Assignment  8J 


Timings 
Timings 


It  is  always  a  good  idea  to  double-check  all  work  submitted. 
Look  very  carefully  for  errors.     A  well-centered  assignment 
that   follows  all   the  correct   techniques   is  not  worth  much  if 
there  are  errors  in  typing. 
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Self-Evaluat ion 

In  lesson  eight  we  studied  several  new  sections.  How  well 
would  you  rate  yourself  in  each  section? 


1.  Outlines 


2.  Enumerations 


3,  Line-Ending  Decisions 

4.  Word  Division 


5.  Timings 


This  brings  you  to  the  end  of  module  two.     I  would  appreciate 
some  comments   from  you  on  this  module.     You  can  write  these 
out  on  a  separate  sheet  of  paper,   or  better  still,   type  them 
out.     Your  comments  will  help  me  to  improve  this  course  when 
it  comes  up  for  revision. 


VERY 
GOOD 


SATIS- 
FACTORY 


CAN 
IMPROVE 


Thank  you. 


I 
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MODULE  THREE 

This  is  the  final  module  of  the  three-credit  Typewriting  10 
course.     If  you  are  taking  this  course  for  five  credits,  you 
will  have  to  complete  modules  four  and  five  as  well. 

By  the  end  of  module  three,  you  will  be  able  to  type  the 
following,  using  the  correct  techniques: 

1.  Simple  Reports 

2.  Personal  Business  Letters 

3.  Personal  Letters 

4.  Business  Letters 

5.  Envelopes 

The  first  three  lessons  cover  reports,    letters  and  envelopes. 
Lesson  12  is  a  review  of  the  Typewriting  10,  three-credit 
course . 

Please  read  your  lesson  notes  very  carefully  before  attempting 
the  assignments.     If  you  follow  all   instructions  carefully,  you 
should  have  100%  for  each  assignment.     Remember  to  correct  ALL 
errors  using  the  appropriate  erasing  techniques.  Overlooked 
errors  and  untidy  corrections  will  reduce  your  marks  greatly. 
Also,  please  note  that  corrections  are  NOT  permitted  in  timings. 

I  am  here  to  help  you.  Do  not  hesitate  to  contact  me  should  you 
have  any  difficulty  understanding  the  notes. 

Work  we  1 1 ! 


i 


4 


4 
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Welcome  to  the  first  lesson  in  Module  Three.     We  start  this 
module  off  with  some  interesting  production  work.     As  some  of 
you  will  be  completing  this  course  at  the  end  of  this  module, 
it  was  felt  that  you  be  given  some  idea  how  to  type  letters 
and  simple  manuscripts.     For  a  more  detailed  discussion  on 
these  two  topics  you  will  have  to  study  modules  four  and  five. 

What  awaits  you  in  lesson  9?     By  the  end  of  this   lesson,  you 
should  be  able  to: 


I  I  capitalize  correctly; 

I    I  understand  proofreaders'  marks; 

I    I  distinguish  between  elite,  pica  and 
Brother  type  faces; 

[     j  type  simple  one-page  and  two-page 
manuscripts ; 

I    I  take  two-minute  timings  making  no 

more  than  two  errors  on  each  timing. 


Pretty  soon  you  will  be  able  to  type  all  your  essays  and  reports. 
That  will  be  quite  an  achievement! 


Typewriting  10 


-  2  - 


Lesson 


SECTION  A:  CAPITALIZATION 

A  good  typist  should  know  when  to  capitalize  words.  In  this 
section  you  will  be  given  some  of  the  most  important  rules. 

1.  Capitalize  the  first  word  of  every  sentence. 

This  is  the  best  textbook  available. 

2.  Capitalize  the  first  word  of  every  complete  direct 
quotat  ion . 

She  said.      "All  textbooks  are  useful." 


3.  Capitalize  all  proper  nouns   (the  names  of  specific  persons, 
places  or  things). 

Mrs.   Dixon  went  to  Tokyo  by  Air  Canada. 

4.  Common  nouns  such  as  high  school,  harbour  and  nursery  are 
also  capitalized  when  they  are  a  part  of  proper  nouns. 

Paul  Kane  High  School  is  situated  close  to 
Evergreen  Nursery. 

but 

This  high  school  close  to  the  harbour  is  well-known . 

5.  Capitalize  an  official  title  (e.g.  Judge  Barker,   Chief  Dan, 
President  Singh)   immediately  preceding  a  name.  Titles 
elsewhere  in  a  sentence  may  be  typed  without  a  capital. 


Last  week  Mayor  Sanderman  spoke  to  the  judge. 
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6.     Business  and  professional  titles   (teacher,   judge,  professor) 
used  without  a  name  are  not  capitalized. 

The  professor  visited  the  judge  in  his  chambers . 

but 

I  was  told  that  Professor  Barnard  visited  Judge  Yu 
in  her  chambers . 


7.  Capitalize  the  seasons  of  the  year  ONLY  when  they  are 
personif  ied . 

This  is  the  coldest  winter  in  years. 

but 

Old      an   Winter  is  here  to  stay. 

8.  Capitalize  words   such  as   street,   avenue,   and  company 
only  when  they  are  used  with  a  proper  noun  or  follow  a 
number  as   in  a  street  address. 

This  street  has  been   unpaved  for  decades. 

but 

The  firm  Brick  and  Company  is  located  on  Alder 
Street. 


9.     Capitalize  east,  west,    south,   north  (also  northern, 

southern,  western,   eastern)  when  they  refer  to  specific 
regions,   are  part  of  a  proper  noun,   or  are  written  within 
an  address. 

The  museum  is  on  the  east  side  of  the  city. 
but 

The  museum  is  on  the  East  side. 
and 


Sara's  new  address  is  11^9  West  Boundary  Road. 
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10.     Capitalize  the  first  word  and  all   important  words   in  titles 
of  books,  newspapers,  magazine  articles,   etc.     The  title 
may  be  typed  in  ALL  CAPITALS  or  undersocred. 


I  enjoyed  reading  Joy  to  the  World. 
also 

His  favourite  song  is  WE  SHALL  OVERCOME. 


11.     Capitalize  only  the  first  word  of  the  complimentary  closing 
in  a  letter. 

Yours  sincerely, 

also 

Sincerely  yours, 
also 

Yours  truly. 


12.     Capitalize  the  names  of  school  subjects  when  they  are 
languages  or  when  the  precede  a  course  number. 

She  teaches  biology  and  German. 

but 

A^y  brother  studies  Chemistry  10  and  Accounting  10 
this  semester. 
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Self-Correcting  Exercise  1 


Line  60 
Spacing  2 
Tabs  5 

Center  on  a  full  page. 

Type  the  following  paragraphs  providing  the  missing  capitals. 
Correct  all  errors. 


what  a  busy  life  we  lead!     what  happened  to  the  good  old 
days?     i  remember  grandfather  Stephen  telling  me  about  all  the 
exciting  days  in  crooked  creek.     once  each  season,   there  was  a 
parade  down  main  street. 

students  from  ridgevalley  high  school  paraded  in  their 
float  from  the  east  end  to  the  west  end  until  they  reached 
west  street.     they  proudly  displayed  textbooks  in  french,  art, 
mathematics,   and  Spanish.     their  favourite  subject  was,   so  he 
said,   typewriting  10. 

On  completion,  please  check  your  work  with  the  answer  key  found 
at  the  end  of  this  lesson. 
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Assignment  9A 

Line  60 
Spacing  2 
Tabs  5 

Center  on  a  full  sheet. 


Type  the  following  paragraphs,   providing  the  missing  capitals. 
Correct  all  errors  using  the  proper  techniques. 

go  north,   good  friend.     there  you  will  encounter  chief  jo, 
the  leader  of  the  crees.     across  the  prairie  river  lies  the 
town  of  vinton  whose  mayor  is  well-respected.     the  local  high 
school,   appropriately  named  vinton  secondary  school,   offers  a 
variety  of  subjects — the  most  popular  being  physics  20.  other 
favourite  courses  include  french,  mathematics,   and  cree.  the 
previous  principal,   the  author  of  it's  a  lonely  life,    is  now 
president  of  northern  company. 

a  modern  township  has  been  developed  in  the  southern  end 
of  town.     beautiful  homes  have  been  built  along  east  avenue, 
the  town  engineer,  mr .   anton  deering,  maintains  the  roads  very 
well  during  winter. 

go  north,  good  friend.     life  treats  you  well  there! 
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SECTION  B: 


PROOFREADERS'  MARKS 


When  a  person  prepares  a  document   for  typing,    it   is  usually  in 
draft  form.  When  something  has  to  be  changed,    the  writer 
usually  makes  corrections  on  the  copy  using  special  symbols 
called  proofreaders'   marks.   The  typist  should  be  familiar  with 
these  signs,   as  they  make  typing  from  a  rough  draft   faster  and 
easier . 


Please  study  the  following  carefully: 


Proofreaders'  Mark 

[liingle-space 

ds  [Double  Space 

O  Omit  spage 
A  Insert  space 
Move  as  shown 
Transpose 
O  Spell  out 
Paragraph 
A  Insert  word 
^  Delete 
-  Delete  and  change 

, , .  Don't  delete 

/  Lowercase  letter 
(make  letter  small) 

S  Capitalize 

ZD  Move  to  right 

Indent  5  spaces 

d  Move  to  left 

/\    Insert  puncutation 
mark 

(T)    Make  it  a  period 


55 


Draft 

first  line 
second  line 


,    (first  line 
Lsecond  line 

together 

Ijfnay  be 

it  is<^^ 

the  onlyO 

ff  If  he  is 

an  (lit 

it  may 
r 

p^graph 

ACT' 

and  -tf  it 
can  j.¥C^o 


^rs.  Wade 
it  is  so] 
Let  it  be 
L—   let  us 


style^and 


other 


way^ 


Final  Copy 


first  line 
second  line 

first  line 
second  line 

together 

It  may  not  be 

it  is 

it  is  so 

the  only  one 

If  he  is 

and  so  it 

it  may 

paragraph 
and  so  it 

can  we  go 

business 

Mrs.  Wade 
it  is  so 

Let  it  be 
let  us 
style,  and 

other  wav. 
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Self-Correcting  Exercise  2 


Line  60 
Spacing  2 
Tabs  5 

Center  on  a  full  sheet. 

Type  the  following  paragraph  taking  into  account  corrections 
that  have  to  be  made. 


In  any  kind  of  job  much  of  Work^he /is  just  the  same  day 
[after  day.     This   is  true  in  a  lab  where  you  test  new  drugs,  in 

(clou^s/Thel where  you  test  new  models  of  planes, or  in  a  .s^i-e^^^'ST^ 

  A 

shop  where  you  test  many  ways  to  fix  j5^t5lc^  jugs  as  it  is  in  all 

fl 

other  jobs.     The  way  that  you  can  keep  from  being  bored  with 
your  work  is  to  seize  every  chance  you  have  to  set  the  new 
standards,   to  try  the  unique,   and  to  find  a  new  way  to  do  all 
that  you  must  do.     A  stimulating  job  keeps  you  youngQ  you  enjoy 
x^Tiat  you  do.     this  is  true  of(T)year  olds^too. 


When  you  have  finished  this  exercise,  check  your  work  with  the 
answer  key  found  at  the  end  of  this  lesson. 
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Assignment  9B 


Line  60 
Spacing  2 
Tabs  5 

Center  on  a  full  page. 

Type  the  following  paragraphs  taking  into  account  corrections 
that  have  to  be  made. 


5jThe  new  Alberta  Correspondence  School  building  in  Barrhead  was 
officially  opened  by  the  Honourable  David  King,  Minister  of 


1984.  The  Ceremonies  also  commemorated  the  (oOtt^  Anniversary  of 
the  Alberta  Correspondence  School. 


MrsQAmelia  Turnbull,  Director (^the/ of / Alberta  Correspondence 


School,  was  the  Master  of  J;i=f^Ceremonies .     The  original  plan 
for  the  ceremonies  included  several  outCBoor  activites.  As 

with  most  plans,  however,   last  minute  adjustments  were  required^ 

a_  heavy  rainfall  provided  an  unexpected  opportunity  for  our 

guests  to  sit  comfortably  amidst  the  trees  of  our  atrium. 


educat  ion 


,   and  Mr.  Ken  Kowalski,  Barrhead  on  June  6, 
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SECTION  C: 


TYPE  FACES 


The  carriage  moves  one  space  to  the  left  each  time  a  key  or  the 
space  bar  is  tapped.     Each  tap  moves  the  carriage  exactly  one 
space.     Each  space  is  the  same  size. 


Standard  typewriters 
space  uniformalLy,  as 
though  printing  in 
blocks  on  graph  paper 


T 

h 

e 

q 

u 

1 

c 

k 

b 

r 

0 

w 

n 

o 

X 

j 

u 
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There  are  two  common  sizes  of  typewriter  type  —  elite  and  pica 

PICA:     4  horizontal  spaces  require  1  cm. 
ELITE:     5  horizontal  spaces  require  1  cm. 

Both  have  6  vertical  spaces  per  2.5  cm. 


PICA 


ELITE 


2.5 

cm 


xxxx 
xxxx 
xxxx 
xxxx 
xxxx 
xxxx 


2.5 

cm 


xxxxx 
xxxxx 
xxxxx 
xxxxx 
xxxxx 
xxxxx 


1  cm 

4  spaces 


1  cm 

5  spaces 


Typewriting  10 


-  11  - 


Lesson  9 


SECTION  D:  REPORTS 

Directions:     Insert  this  sheet  in  the  typewriter.     Read  the 
information  carefully  and  then  fill  in  the  blank  lines.  Return 
your  carriage  twice  to  check  your  answer. 

Vertical  Placement 

The  top  margin  on  the  first  page  of  a  report   is  5  cm  (12  blank 
lines).     Therefore,  you  would  type  the  title  on  Line  13.     There  is 
no  page  number  typed  on  the  first  page  of  a  report. 

The  bottom  margin  should  be  at  least  2.5  cm  (6  blank  lines)  and 
no  more  than  5  cm  in  depth.     The  typist  should  pencil  a  warning 
line  on  the  right  side  about  6  cm  from  the  bottom  of  the  page  to 
warn  of  the  approach  of  the  end  of  the  page. 

If  the  report  is  very  short  — 
partially  fills  only  one  page  —  a 
balance  line  is  typed  below  a 
report.     A  balance  line  is  a  date, 
a  report  number,   or  some  other 
point  of   information.     It  is 
intended  to  help  balance  a  report 
that  looks  too  high  on  the  page.  To 
make  equal  top  and  bottom  margins, 
the  balance  line  is  typed  5  cm  from 
the  bottom  of  the  page. 

Fill   in  the  blanks  on  your  typewriter. 

1.     Does  the  typist  center  a  report  page  vertically  when  the 
first  page  is   one  of  several   in  a  fairly  long  report? 


No 

2.     To  leave  a  top  margin  of  5  cm,   on  what   line  counting  from 
the  top,   does  the  typist  begin  the  first  page  of  a  report? 


TITLE 

BODY 

BALANCE  LINE 

13 
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3.     What  is  the  most  desirable  depth  of  the  bottom  margin? 


2.5  cm  to  5  cm 

4.  A  balance  line  is  typed  approximately    cm  from 

the  bottom  of  the  page  on  a  short  report  that  does  not  fill 
one  full  page. 

5 

Horizontal  Placement 

Reports  are  usually  typed  on  a  15  cm  line  (60  spaces  pica;  and 
70  spaces  elite). 

A  good  rule  is  to  leave  approximately  3  cm  side  margins. 

5.  The  line  length  of  a  report  is    spaces  pica;  and 

  spaces  elite. 

60  pica;   70  elite 

Spacing 

Reports  are  usually  double-spaced  but  you  may  single-space  if  it 
is  an  extremely  long  report  and  paper  or  filing  space  must  be 
conserved.     If  you  do  use  single  spacing,    leave  one  blank  line 
space  between  paragraphs. 

6.  Reports  are  usually    spaced. 

double 

7.  Reports  may  be  single-spaced  if  they  are  extremely  long  and 
one  wants  to  conserve  or 


paper  or  filing  space 
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Main  Heading  Section 

Main  headings  identify  the  title  and  author  of  a  report.     The  main 
heading  begins  on  line  13.     The  title  is  typed  in  all  capitals  and 
is  centered.     If  the  title  is  followed  by  a  subtitle  and  a  by- 
line,  the  main  heading  section  is  double-spaced.     You  triple-space 
after  the  main  heading  section  to  set   it  apart  from  the  body  (or 
paragraphs  of  the  report). 

8.     The  title  of  a  report  is  typed  in  all    letters  and 


is    horizontally. 


9.     If  there  is  more  than  one  line  in  the  main  heading,   it  is 


capital 


centered 


spaced . 


double 


10. 


blank  spaces  separate  the  main  heading 


section  from  the  body  of  the  report. 


two  (3  returns  leave  2  blanks) 


I 


Typewriting  10 


14 


Lesson  9 


PLACEMENT  GUIDE  FOR  THE  FIRST  PAGE  OF  A  REPORT 


5  cm 


Mue  13  TITLl  OH  OFilSISG  MCE 


15  cm     line  length 


BALANCE  LINE 


+  3  cm 


2.5  cm 


warning 


A  2.5 


I 
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PLACEMENT  GUIDE  FOR  CONTINUING  PAGES  OF  A  REPORT 
Line  7  ~  Fage  Uttaibet 


+  3  cm 


2.5  cm 
warning 


15  cm  line  length 


2.5  cm 
warning 


a  2.5  cm 


f 


# 
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Side  Headings 

Side  headings  are  used  to  divide  the  report  into  sections.  When 
using  side  headings,  keep  the  following  in  mind.     The  side 
heading  is  typed  in  all  capitals.     Two  blank  lines  are  left 
before  the  side  heading,   and  one  blank  line  is   left  after  the 
side  heading. 

11.     Before  typing  the  side  heading,    lines  are  left. 


two 


12.     After  typing  the  side  heading,    line(s)   is   (are)  left 

blank. 

one 
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MAIN 

HEADING 

SECTION 


TITLE 

Sub-title 
By-line 


HOW  TO  STRETCH  A  REPORT 

A  Report   for  Typing  10 
By  Thomas  Beck 


SIDE 
HEADING 


SIDE 
HEADING 


SIDE 
HEADING 


You  may  use  three  ways  to  stretch  a  short  report.     You  may 
use  double-spacing,   s ideheadings ,   and  a  balance   line  5  cm  from 
the  bottom  of  the  paper. 

is 

DOUBLE  SPACING 

Reports  may  be  single-spaced,   but  they  stretch  twice  as 
far  when  they  are  double-spaced.     They  are  also  easier  to  read 
when  they  are  double-spaced. 

ia 

SIDEHEADINGS 

S ideheadings ,   preceded  by  two  blank  lines  and  followed 
by  one,   take  four  lines. 

is 

BALANCE  LINE 

A  balance   line  is  a  date,   a  report  number,   of  some 
other  point  of  information  that  is  typed  below  a  report, 
such  a   Line  is   intended  to  balance  a  report  that   looks  too 
high  on  the  page. 


BALANCE 
LINE 


April  15,  1986 


5cm/ 


Please  note:     This  report 
is  moved  to  the  right  to 
allow  room  for  the 
comments   in  the  margin. 
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Assignment  9C 

Insert  the  backing  sheet  found  on  page  14  behind  your  blank  sheet 
of  paper  and  type  the  example  given  on  page  17  of  this  lesson. 
Use  double  spacing  and  a  15  cm  line. 


Begin  on  Line  13.     Center  the  title  and  type  it  in  all  capitals. 
Erase  all  errors  using  the  appropriate  erasing  technique.  Type 
your  name  etc.,   on  the  reverse  side  of  the  page. 

After  you  have  finished  typing,   check  your  work.     Turn  to  page  19 
or  20,   to  find  the  example  which  has  the  type  size  which  you  used, 
and  check  your  report.     Measure  the  margins  with  a  ruler.  Answer 
the  following  questions. 

1.  Is  the  top  margin  5  cm?   

2.  Are  the  side  margins  equal   (±  cm)?   

3.  Is  the  line  length  approximately  15  cm?   

4.  Is  the  bottom  margin  at  least  2.5  cm 
and  no  more  than  5  cm? 


5.     Did  you  double-space  the  main  heading 
sect  ion? 


6.     Are  there  two  blank  lines  after  the 
main  heading  section? 


7.  Are  side  headings  in  all  capitals? 

8.  Did  you  leave  two  blank  lines  before 
each  side  heading? 

9.  Did  you  leave  one  blank  line  after 
each  side  heading? 


10.     Did  you  erase  all  errors  neatly? 

If  you  answered  "no"  to  any  of  the  above,   repeat  the  entire 

assignment.  If  you  answered  "yes"  to  all  of  the  above,  continue 
to  work  through  the  lesson. 


Line  15  cm 
Spacing  2 
Tabs  5 


Pica 
Elite 


15  X  4  spaces/cm  =  60  spaces 
15  X  5  spaces/cm  =  70/75  spaces 
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5  cm/ 


v 

HOW  TO  STRETCH  A  REPORT 


A  Report  for  Typing  10 


By  Thomas  Beck 


You  may  use  three  ways  to  stretch  a  short  report.  You 
may  use  double-spacing,   sideheadings ,  and  a  balance  line 
5  cm  from  the  bottom  of  the  paper. 


Reports  may  be  single-spaced,   but  they  stretch  twice  as  |  equal 
far  when  they  are  double-spaced.     They  are  also  easier  to 
read  when  they  are  double-spaced. 

SIDEHEADINGS 

Sideheadings,  preceded  by  two  blank  lines  and  followed 
by  one,  take  four  lines. 

BALANCE  LINE 

A  balance  line  is  a  date,  a  report  number,   or  some 
other  point  of  information  that  is  typed  below  a  report. 
Such  a  line  is  intended  to  balance  a  report  that  looks  too 
high  on  the  page . 


I3 


DOUBLE  SPACING 


\2 


■argins 


April  15  19S6 


5cm/ 


ONE  PAGE  REPORT  IN  PICA  TYPE 
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V 

HOW  TO  STRETCH  A  REPORT 


A  Report   for  Typing  10 


By  Thomas  Beck 


You  may  use  three  ways  to  stretch  a  snort  report.     You  may  use 
double-spacing,   s ideheadings ,   and  a  balance  line  5  cm  from  the  bottom  of 
the  paper. 

L 

DOUBLE  SPACING 


Reports  may  be  single-spaced,   but  they  stretch  twice  as  far  when 
they  are  double-spaced.     They  are  also  easier  to  read  when  they  are 
double-spaced . 


SIDEHEADINGS 

S ideheadings ,  preceded  by  two  blank  lines  and  followed  by  one, 
take  four  lines. 

BALANCE  LINE 

A  balance  line  is  a  date,   a  report  number,   or  some  other  point  of 
information  that  is  typed  below  a  report.     Such  a  line  is  intended  to 
balance  a  report  that   looks  too  high  on  the  page. 


margins 
equal 


April  15,  1986 
/ 


5  cm/ 


ONE  PAGE  REPORT  IN  ELITE  TYPE 


V 
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Two-Page  Reports 

The  second  and  subsequent  pages  of  a  report  differ  from  the  first 
only  in  the  top  margin.     As  you  recall,   the  top  margin  on  the 
first  page  is  5  cm.     On  subsequent  pages,   the  top  margin  is 
2.5  cm.     So,  you  return  the  carriage  seven  times.     On  the  seventh 
line  you  will  type  the  page  number  pivoted  from  the  right  margin. 

Page  2 


Pivoting 

"Pivoting"  means  using  the  backspace  key  to  make  lines  end 
precisely  where  you  wish  them  to  end.     It  is  commonly  used  to  make 
the  date  or  page  number  end  evenly  with  the  right  margin. 

Follow  these  steps  in  pivoting: 

1.     Set  the  carriage  one  space  after  the  point  where  you 
wish  the  copy  to  end. 


2.     Backspace  once  for  each  letter  and  space  in  the  copy 
to  be  pivoted. 


3.     Type  the  material.     It  should  end  evenly  with  the  right 
margin . 


Page  2 
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Spacing 

Return  the  carriage  three  times  after  the  page  number  and 
continue  to  type. 

Paragraphs 

Leave  at   least  two  lines  of  a  paragraph  on  the  first  page  and 
carry  the  rest  to  the  next  page.     There  should  be  at  least  two 
lines  of  a  paragraph  carried  forward. 

Word  Division  Note: 

Do  not  divide  the  last  word  on  a  page. 


Page  2 
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Assignment  9D 


Using  exactly  the  same  format  that  you  used  in  Assignment  9C , 
type  the  following  as  a  one-page  report.     Erase  and  correct  your 
errors . 


LINE  -  15  cm 
SPACING  -  2 


REPORT  FORM 
By   (Student's  Name) 

SPACING  AND  MARGINS 

Reports  may  be  either 
single-  or  double-spaced 
depending  upon  the  type  of 
report.     School  reports,  formal 
reports,   and  reports  to  be 
submitted  for  publication 
should  be  double-spaced. 
Reports  prepared  for  use  in  the 
business  office  are  often 
s  ingle-spaced . 

Maintain  an  approximate 
2.5  cm  bottom  margin.     Leave  2.5 
cm  top  and  3  cm  side  margins  on 
all  pages  with  these  exceptions: 

1 .  Leave  a  5  cm  top 
margin  on  the  first 
page. 

2.  Leave  a  4  cm  left 
margin  if  the  report 
is  to  be  left-bound. 


The  first   line  of  a 
paragraph  is  usually  in- 
dented five  spaces.  Quoted 
material  of   four  lines  or 
more  is  single-spaced  and 
indented  five  spaces  from 
the   left  and  right  margins. 
It   is  preceded  and  followed 
by  a  double-space. 

HEADINGS  AND  SIDE  HEADINGS 

The  main  heading  is 
typed  in  all  capitals,  and 
it  should  be  centered  over 
the   line  of  writing.      It  is 
followed  by  a  triple-space. 

The  side  headings  are 
typed  in  all  capitals  even 
with  the   left  margin. 


DO  NOT  COPY  THE  ABOVE  AS   IT  IS.     USE  REPORT  FORMAT. 
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Assignment  9E 

Using  the  same  line  length  (15  cm)  as  you  used  for  Assignments  9C 
and  9D ,   type  this  student's  hand-written  report.     Use  double- 
spacing.     Use  the  placement  guides  included  with  this  lesson  for 
setting  your  line  lengths.     Erase  your  errors.     Remember  that  the 
title  (THE  BALANCE  SHEET)  and  all  side  headings  are  typed  in 
CAPITAL  LETTERS. 

N.B.     Draw  a  light  pencil  line  5  cm  from  the  bottom  of  the  page  at 
the  right  margin  to  warn  of  the  approach  of  the  end  of  the 
page.     Erase  all  your  errors. 


/ 
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y^uicc^^  y^y^X-uixl  ^ct^L^  ji^X/bc^  J^in^^  /-ryCb^^ 


Ml)  .J^)^<i^hAj  Att  JJyyJ:^  /L  ^UAxryn  Monci'  uuMiaJ 
ayr:i£<yuMj    /yt   ^u^n  pmJ^  ■  /lj0bdJi^  AyyyoL 

MAj^Af^J^OYY^    Ap  UAAyyr),   dPuoL  ^^r>6uU  djf^ 
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AO, 
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SECTION  E: 


TIMINGS 


Practice 

Line  50 
Spacing  1 

Type  each  of  the  following  lines  three  times.     Circle  the  errors. 
If  you  make  more  than  three  errors  in  total  on  each  set  of  lines, 
do  not  go  on  to  the  next   line.     Try  the  same   line  again  until  you 
make  three  errors  or  less.     Then  go  on  to  the  next   line.     If  you 
find  that  most   lines  have  errors,    it  will  be  wise  to  go  back  to 
the  earlier  lessons  and  do  some  of  the  drill  exercises. 


as  joy  far  ink  set  lily  were  pump  drew  hill  dazed 
on  red  you  saw  nip  cart  milk  drag  link  face  onion 
we  hip  car  pin  tag  look  deaf  join  wave  only  dress 


Line  50 
Spacing  1 
Tab  -  center 

Type  your  name   (line  7),   the  assignment  number  (line  8)  and 
the  date   (line  9).     Return  three  times. 

You  are  required  to  submit  THREE  valid  timings.     A  valid  timing 
in  this   lesson  should  have  no  more  than  TWO  errors.  Please 
study  the  timing  exercise  before  you  start.     After  the  first 
line  (Dear  Sue:)   return  twice.     Notice  that  the   last   line  starts 
at  the  center. 


We  saw  a  dazed  mule  draw  a  milk  cart  up  the  hill. 


Assignment  9F 


Two-Minute  Timings 
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If  you  finish  a  timing  before  the  two  minutes  are  up,  return 
your  carriage  twice  and  continue  to  type  the  note.     At  the 
end  of  each  timing,   return  five  times.     While  the  paper  is  still 
in  your  machine,   carefully  circle  ALL  errors.     Corrections  are 
not  permitted  in  timings.     If  you  have  more  than  two  errors, 
write  INVALID  across  the  timing,   and  try  again. 

Three  valid  timings  are  required. 

Show  calculations  below  each  timing: 


No.   of  words: 

No.   of  words  a  minute: 


If  in  doubt,   refer  to  the  earlier  examples. 


Dear  Sue: 


2 
3 
13 
23 
33 
40 
41 
43 


Mr.  Dixon  told  me  that  he  has  not  yet  made  up  his 
mind  about  which  majorette  to  move  up  in  the  main 
squad,  now  that  Elizabeth  has  moved.  I  think  you 
ought  to  try  to  see  Mr.   Dixon  soon. 


Amy  French 


1 


2 


3 


4 


5 


6 


7 


8 


9 


10 
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SECTION  F: 


REVIEW 


Assignment  Check 


Assignment  9A 
Assignment  9B 
Assignment  9C 
Assignment  9D 
Assignment  9E 
Assignment  9F 


Capitalization 
Proofreaders'  Marks 
One-page  Report 
One-page  Report 
Two-page  Report 
Two-minute  Timings 


Please  double-check  each  assignment  for  accuracy.  Don't  forget 
to  type  your  name,  etc.,  on  the  reverse  side  of  assignments  9C, 
9D,  and  9E. 


Self  Evaluation 


VERY 
GOOD 


SATIS- 
FACTORY 


CAN 

IMPROVE 


1.  Capitalization 

2.  Proofreaders'  Marks 

3.  One-page  Report 

4.  Two-page  Report 

5.  Two-minute  Timings 


Now  that  you  have  mastered  the  basics   in  manuscript  typing, 
you  will  be  introduced  to  the  typing  of   letters   in  Lesson  10. 
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Answer  Key  to  Self  Correcting  Exercise  1 


What  a  busy  life  we  lead!     What  happened  to  the  good  old 
days?     I  remember  Grandfather  Stephen  telling  me  about  all  the 
exciting  days  in  Crooked  Creek.     Once  each  season,   there  was  a 
parade  down  Main  Street. 

Students  from  Ridgevalley  High  School  paraded  'in  their 
float  from  the  east  end  to  the  west  end  until  they  reached 
West  Street.     They  proudly  displayed  textbooks  in  French,  art, 
mathematics,   and  Spanish.     Their  favourite  subject  was,   so  he 
said.  Typewriting  10. 
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Answer  Key  to  Self  Correcting  Exercise  2 


In  any  kind  of  job  much  of  the  work  is  just  the  same  day 
after  day.     This  is  true  in  a  lab  where  you  test  new  drugs,  in 
the  clouds  where  you  test  new  models  of  planes,   or  in  a  shop 
where  you  test  many  ways  to  fix  broken  jugs  as   it   is   in  all 
other  jobs. 

The  way  that  you  can  keep  from  being  bored  with  your  work 
is  to  seize  every  chance  you  have  to  set  the  new  standards,  to 
try  the  unique,   and  to  find  a  new  way  to  do  all  you  must  do. 
A  stimulating  job  keeps  you  young.     You  enjoy  what  you  do. 
This   is  true  of  seven  year  olds  too. 
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correction  regularly.  Avoid  sending  more  than  two  or  three  lessons  in  one  subject  at 
the  same  time. 


St.  Serv.  9-91 


Typewriting  10 


Lesson  10 


TABLE  OF  CONTENTS 


SECTION  A:  PERSONAL  BUSINESS  LETTERS 

—  Self-correcting  Exercise  1 

—  Assignment  lOA 

—  Assignment  lOB 

SECTION  B:  PERSONAL  LETTERS 

—  Assignment  IOC 

—  Assignment  lOD 


SECTION  C:  TIMINGS 

—  Practice  Exercise 

—  Assignment  lOE 


SECTION  D:  REVIEW 

—  Assignment  Check 

—  Self  Evaluation 

—  Answers  to  Se 1 f -Correct ing  Exercise 

—  Proofreading  Tips 


Typewriting  10 


-  1  - 


Lesson  10 


As  promised  at  the  end  of  lesson  nine,  here  we  will  be  concentrating  on 
typing  letters.     This   lesson  deals  only  with  personal   letters — letters 
you  will  type  to  business  firms  (including  government  departments  and 
agencies,   e.g.   the  Alberta  Correspondence  School)  and  letters  you  will 
type  to  friends  and  relatives. 

By  the  end  of  this   lesson,  you  will  know  the  following: 


Understand  the  techniques  involved  in  the 
various  letter  parts. 


I 


Be 
in 


able  to  type  personal  business  letters 
a  mailable  form — error  free. 


Be 


able  to  type  personal  letters. 


Be 


able  to  proofread  properly. 


Be  able  to  take  three  valid  two-minute 
timings — each  with  no  more  than  two  errors. 


Let's  get  started. 


il 
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SECTION  A:  PERSONAL  BUSINESS  LETTERS 


Quite  often  you  would  want  to  type  letters  to  business  firms. 
In  this   section  you  will   learn  the  basic  format   for  typing 
personal  business   letters.     A  number  of  the  techniques  learned 
in  this  section  will  apply  to  other  letters  as  well. 


Basic  Parts  of  a  Personal  Business  Letter 

1.  Your  address  starts  on  line  13  at  the  centre. 

e.g.  621  Main  Street 

Barrhead,  Alberta 
TOG  GEO 

The  street  or  box  number  appears  on  the  first  line. 
The  town  (or  city)  and  province  appear  on  the  next  line. 
A  comma  separates  the  two. 

The  postal  code  is  typed  on  the  third  line.     A  space 
separates  the  first  three  characters  from  the  next 
three . 

NOTE:     No  punctuation  marks  appear  at  the  end  of 
the  lines. 

2.  The  date  is  typed  immediately  after  your  address.     No  space 
is   left  between  your  address  and  the  date. 

e.g.  P.  0.   Box  2075 

Myrnam,  Alberta 
TOB  3K0 

April  22.  1985 

At  present  the  most  acceptable  way  to  write  the  date   is  as 
shown  above.     The  metric  way  of  writing  this  date  will  be 

1985  04  22     (Year     Month  Date) 

This  is  typed  in  figures  only  with  one  blank  space  separating 
the  sections. 

In  this  course  we  will  be  using  the  form  that  is  currently  the 
most  widely  used,    i.e.  April  22,    1985  (Month     Date  Year). 


(a) 
(b) 

(c) 
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3.     The  inside  address  is  typed  at  the  left  margin.     Return  five 
times  after  typing  the  date.     This  will   leave  four  blank  lines 
between  the  date  and  the  address. 

e.g.  13327  -  47  Street 

Edmonton,  Alberta 
T5N  1L2 

April  22,  1985 


Mr.  Ken  Van  Der  Voort 
Devon  Druggists 
Box  329 

Devon,  Alberta 
TOC  lEO 


(a)  Type  the  name  or  position  of  the  person  (if  you  do  not 
know  the  name)   or  the  firm's  name   (if  you  do  not  know 
who  to  send  the  letter  to)  on  the  first  line. 

(b)  The  firm's  name  (if  not  already  typed)  appears  on  the 
next  line. 

(c)  The  rest  of  the  address  is  set  up  similar  to  your  address. 

NOTE:     No  punctuation  marks  appear  at  the  end  of 
1 ines . 


4.     The  salutation  is  separated  from  the  inside  address  by  one 
blank  line.     The  form  that  the  salutation  takes  will  depend 
on  several  factors. 

(a)  If  the  inside  address  has  a  name,   then  you  type  Dear  — : 
e.g.     Dear  Mrs.  Parsons: 

Dear  Prof.  Wickens: 
Dear  Mr.  Mkize: 

(b)  If  there  is  no  name  in  the  inside  address,  but  only  a 
title   (e.g.   Personnel  Manager),  use  either  Dear  Sir: 
or  Dear  Madam: 
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(c)     If  you  only  have  the  firm's  name,   you  may  use: 

Ladies:  (if  it  is  a  ladies'  firm) 

Gentlemen:  (if  it  is  men's  firm) 

Ladies  and  Gentlemen:     (if  you  are  not  too  sure) 

Please  note  that  the  word  "dear"  is  not  used  in  this  case 

NOTE:     A  colon  follows  the  salutation. 


5.     The  body  of  the  letter  is  single-spaced.     All  paragraphs  begin 
at  the  left  margin.     A  blank  line  is  left  between  paragraphs. 

In  this  part  of  the  course  we  will  use  a  12.5  cm  line  for  all 
our  letters. 


Pica:  50  spaces 

Elite:  60  spaces 


6.     The  complimentary  closing  is  separated  from  the  body  of  the 
letter  by  one  blank  line.     It  starts  at  the  center.  The 
complimentary  closing  may  also  take  several  forms. 

(a)  If  the  salutation  has  a  specific  name,  you  may  use: 

Sincerely  yours, 

(b)  If  not,  you  may  use: 

Yours  truly. 


NOTE:     Only  the  first   letter  of  the  complimentary  closing 
is  capitalized,   and  a  comma  follows  at  the  end. 
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7.     The  writer's  name  is  typed  at  center,  with  four  blank  lines 
separating  it  from  the  complimentary  closing.     This  space  is 
left  so  that  the  writer  can  sign  his  or  her  name.     It  is  good 
practice  to  type  your  name  (as  writer)  because  signatures  are 
quite  often  illegible. 


8.     If  you  are  enclosing  something  with  your  letter  (e.g.  cheque, 

sales  slip)  type  the  word  "enclosure"  at  the  left  margin,  with 

one  blank  line  separating  the  typed  name  and  the  word 
"enclosure" . 


Please  note  that  this  is  only 
one  of  the  many  ways  in  which 
personal  business  letters  may 
be  typed.  Students  are  asked 
to  use  this  style  in  this 
module . 
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Address  starts 
on  line  13 


Four  blank  lines 
here 


RR  1 

Gunn,  Alberta 
TOE  lAO 

September  9,  1986 


A^D  punctuation 
marks 


Mrs.   Nancy  Facciotti 
CXLY  Radio 
4322  -  54  Avenue 
High  Prairie,  Alberta 
TOG  2E0 


Colon  after 
the  salutation 


Body  is  single- 
spaced.   All  lines 
start  at  the 
left  margin 


Dear  Mrs.  Facciotti: 

I  was  delighted  to  hear  your  report  on  job  opportunities 
in  the  Peace  River  Region. 

You  suggested  that   interested  listeners  write  to  you 
for  further  information.     As  I  am  extremely  interested 
in  working  in  the  Peace  River  Region,   I  will  appreciate 
all  the  material  you  can  send  to  me. 


Once  again,  thank  you  for  your  concern  for  the  un- 
employed.    Alberta  needs  more  people  like  you. 


Four  blank  lines 


Yours  sincerely 


Winston  Wright 
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Self-Correcting  Exercise  1 

Please  type  your  answers  in  the  space  provided.  On  completion, 
check  with  the  answer  key  found  at  the  end  of  this  lesson. 

Personal  Business  Letters 


1.  What  line  length  is  used?    cm 

2.  How  many  blank  spaces  separate 

(a)  your  address  from  the  date?    lines 

(b)  the  d  te  from  the  inside  address?    lines 

(c)  the  i'.iside  address  from  the  salutation?    lines 

(d)  the  salutation  from  the  body?    lines 

(e)  the  paragraphs  within  the  body?    lines 

(f)  the  body  from  the  complimentary  closing?    lines 

(g)  the  complimentary  closing  from  the  writer's 

name?  lines 

(h)  the  writer's  name  from  the  enclosure  notation?  lines 


3.  On  what  line  do  you  type  the  first  line  of  your  address?  Line 

4.  What  punctuation  marks  follow: 

(a)  each  line  of  our  address? 

(b)  the  date? 

(c)  the  salutation?   

(d)  the  complimentary  closing?   

(e)  the  writer's  name? 

(f)  the  enclosure  notation? 
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Assignment  lOA 


Practice  typing  a  personal  business   letter  by  copying  the  one 
found  on  the  following  pages  which  matches  the  type  size  found 
on  your  typewriter.     There  is  a  PICA  example  on  page  9;   and  an 
ELITE  example  on  page  10 ^ 


Line  12.5  cm 
Spacing  1 
Tabs  -  center 


Proofread  your  work  very  carefully.     Erase  all  errors  neatly. 
You  will  find  some  proofreading  tips  at  the  end  of  this 
lesson.     Please  go  through  these  pages.     They  will  help  you 
to  avoid  overlooked  errors. 

Type  your  name  (Line  7)  Assignment  Number  (Line  8)  and  the  date 
(Line  9)  on  the  reverse  side  of  the  letter. 
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216  -  16  Street  N.W. 
Calgary,  Alberta 
T2N  2C2 

November  29,  1986 


The  Manager 

Joe ' s  Men ' s  Wear 

Box  459 

Airdrie,  Alberta 
TOM  OBO 

Dear  Sir: 

Thank  you  for  sending  me  your  latest  catalogue  on  men's 
fashions  currently  in  use  in  Europe. 

Enclosed  please  find  a  cheque  for  $350.     1  wish  to  order 
Item  #203  on  page  46. 

It  will  be  appreciated  if  this  suit  can  be  mailed  to  me  right 
away  as  I  wish  to  use   it  at  my  sister's  wedding  next  month. 

Yours  truly, 


Jason  Kremp 

enc losure 


PERSONAL  BUSINESS  LETTER  (Elite) 


Typewriting  10 


-  10  - 


Lesson  10 


216  -  16  Street  N.W. 
Calgary,  Alberta 
T2N  2C2 

November  29,  1986 


The  Manager 
Joe's  Men's  Wear 
Box  459 

Airdrie,  Alberta 
TOM  OBO 

Dear  Sir: 

Thank  you  for  sending  me  your  latest  catalogue  on 
men's  fashions  currently  in  use  in  Europe. 

Enclosed  please  find  a  cheque  for  $350.     I  wish  to 
order  Item  #203  on  page  46. 

It  will  be  appreciated  if  this  suit  can  be  mailed 
to  me  right  away  as  I  wish  to  use  it  to  my  sister's 
wedding  next  month. 

Yours  truly, 


Jason  Kremp 

enclosure 


PERSONAL  BUSINESS  LETTER  (Pica) 


Typewriting 


10 


-  11  - 


Lesson  10 


GUIDE  FOR  LETTERS 
INSERT  BEHIND  PAGE  WHEN  TYPING 
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Assignment  lOB 

Type  the  following  letter  in  the  correct  format.     The  margins 
used  here  are  not  the  same  as  what  you  would  have  to  use.  Also, 
the  set-up  may  be  different.     If  in  doubt,   please  refer  to  the 
earlier  examples. 


Your  Address 
Today's  Date 


Mrs.  Marylee  Ramsbottom 

Simply  Fascinating  Catalogue  Sales 

P.  0.  Box  3477 

Delmas,  Saskatchewan 

SOM  OPO 

Dear  Mrs.  Ramsbottom: 

I  am  writing  to  ask  that  you  correct  an  error  in  my  bill  for 
last  month.     I  am  one  of  your  charge  customers. 

On  the  first  of  the  month,   I  purchased  an  electric  waffle  iron 
for  $36.99.     The  iron  did  not  work.     I  sent  it  back  to  you  and 
asked  you  to  credit  it  to  my  account.     When  my  statement 
arrived,    I  found  that  you  had  charged  me  for  the  iron  but  had 
not  given  me  credit  for  its  return. 

I  know  that  such  errors  are  easy  to  make,  but  I  would  appreciate 
your  correcting  it.     Thank  you  for  your  time  and  help. 

Yours  sincerely, 


Your  name 
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SECTION  B:  PERSONAL  LETTER 


Instead  of  handwriting  a  letter  to  a  friend  or  relative,  you 
may  want  to  type  it.     The  personal   letter  is  very  similar  to 
the  personal  business   letter.     The  only  differences  in  format 
are  : 

1.  You  do  not  have  an  inside  address. 

2.  A  comma  follows  the  salutation,   instead  of  a  colon. 


Apartment  132 
5211  -  55  Street 
Jasper,  Alberta 
TOE  lEO 

March  29,  1986 


Dear  Reena, 

Many  thanks  for  your  last  letter.     I  was  happy  to  read  that  you 
had  completed  the  requirements  for  the  High  School  Diploma. 

You  must  be  a  genius!  Ninety-five  percent  in  Physics  30!  All 
I  ended  up  with  was  a  mere  75.  University  entrance  will  be  so 
easy  for  you.     Mom  sends  her  congratulations  as  well. 

Thank  you  for  the  invitation  to  your  graduation  exercises.  Both 
Mom  and  I  will  be  there. 

Until   later,   then,  keep  well. 

Your  friend. 


Patty 
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Assignment  IOC 

Type  the  following  personal  letter  using  the  correct  format. 

Your  address 
Today ' s  date 


Dear   Friend's  First  Name, 

I  was  very  happy  to  read  in  tonight's  paper  of  your  acting  success 
in  the  recent  Provincial  Drama  Festival  being  held  in  Calgary  this 
year.  I  would  like  to  add  my  congratulations  to  those  you  must  be 
receiving  for  your  fine  performance  in  "Eve's  Children." 

Will  you  be  performing  at  any  other  festivals  in  the  near  future? 
If  you  do  perform  in  this  town,   could  you  let  me  know  so  that  I 
can  be  sure  to  come  to  the  performance. 

Your  mother  and  father  must  be  very  proud  of  you.     The  whole  block 
here  has  been  buzzing  with  the  news  of  your  success. 

You  would  still  recognize  the  old  block  but  the  people  have  changed. 
People  are  moving  all  the  time.     The  Morris  family  is  still  here.  Do 
you  remember  Jeff  Morris?     He  is  making  quite  a  record  for  himself 
on  the  football  team  for  our  school.     It   looks   like  the  team  will 
make  it  to  the  playoffs  this  year. 

Do  write  when  you  can  take  time  out  from  your  busy  schedule.  Why 
don't  you  talk  your  parents  into  buying  you  a  typewriter?  I  know 
you  are  behind  with  your  letter  writing.  Why,  you  already  owe  ME 
a  letter! 

Yours  truly, 


Your  name 
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Assignment  lOD 

Compose  and  type  a   letter  to  a  relative  whom  you  would  like  to 
visit  shortly. 

Make  sure  that  you  use  correct  grammar  and  good  English.  Watch 
your  spelling.     Correct  all  errors. 


SECTION  C:  TIMINGS 


Practice 

Line  50 
Spacing  1 

Type  each  of  the  following  lines  three  times.     Circle  all  errors. 
If  you  make  more  than  three  errors  in  total  on  each  set  of  lines, 
do  not  go  on  to  the  next   line.     Try  the  same   line  again  until  you 
make  three  errors  or  less.     Then  go  on  to  the  next   line.     If  you 
find  that  most  lines  have  errors,    it  will  be  wise  to  go  back  to 
the  earlier  lessons  and  do  some  of  the  drill  exercises. 


in  wet  pup  tax  mop  rag  milk  best  holy  taste  milky 
at  inn  vat  hop  vet  him  test  hulk  case  mummy  sweet 
You  can  see  my  test  grade  was  bad.  My  dad  was  as 
mad  as  a  wet  puppy,   and  my  mom  was   in  many  tears. 
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Assignment  lOE 


Two-Minute  Timings 


Line  50 
Spacing  1 
Tab  -  center 

Follow  the  same  instructions  as  for  Lesson  9.  Remember  that 
three  VALID  timings  are  required. 


Dear  Vic:  2 


You  should  see  the  model  Jaguar  we  made.  I  think 
the  tires  are  not  quite  the  right  size,  and  a  few 
other  things  need  fixing,  but  you  could  polish  it 
for  me   in  a  minute  or  two.     Please,  Vic? 


Jeri  Hall 


3 
13 
23 
33 
41 
42 
44 


1 


2 


3 


4 


5 


6 


7 


8 


9 


10 
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SECTION  D: 


REVIEW 


Assignment  Check 
Assignment  lOA 
Assignment  lOB 
Assignment  IOC 
Assignment  lOD 
Assignment  10  E 


Personal  Business  Letter 
Personal  Business  Letter 
Personal  Letter 
Personal  Letter 
Two-minute  Timings 


Check: 

1.  All  errors  are  corrected  neatly  on  Assignments  IDA  to 
lOD. 

2.  No  corrections  in  timings.     Three  VALID  timings  are  submitted. 

3.  Your  name,   assignment  number  and  the  date  appear  in  the 
appropriate  places — on  the  reverse  side  of  letters. 
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Self  Evaluation 

Please  check  off  what  you  feel  your  level  of  achievement  is 
in  each  of  the  following: 

VERY  SATIS-  CAN 

GOOD  FACTORY  IMPROVE 


1.         Understanding  Letter  Parts 

(a)  Address 

(b)  Date 

(c)  Inside  Address 

(d)  Salutation 

(e)  Body 

(f)  Complimentary  Closing 

(g)  Writer ' s  Name 

(h)  Enclosure  Notation 


2.         Typing  Personal  Business  Letters 


3.         Typing  Personal  Letters 


4.         Two-minute  timings 


5.  Proofreading 


You  can  now  type  personal   letters — to  business  firms  and  to 
friends.     In  Lesson  11  you  will   learn  to  type  simple  business 
letters  and  envelopes. 
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Answer  Key  to  Self  Correcting  Exercise  1 


12.5  cm 


2.         (a)  0 

(b)  4 

(c)  1 

(d)  1 

(e)  1 

(f)  1 

(g)  4 

(h)  1 


3.         Line  13 


4.         (a)  no  punctuation  marks 

(b)  no  punctuation  mark 

(c)  colon 

(d)  comma 

(e)  no  punctuation  mark 

(f)  no  punctuation  mark 
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PROOFREADING  TIPS 


Even  the  very  best  typist  makes  errors.     The  answer 
is  to  know  how  to  find  them  and  how  to  correct  them.  First 
of  all,   assume  errors  WILL  exist  and  LOOK  for  the"...  Look 
for  errors  while  the  paper  is  still  in  the  typewriter — roll 
your  paper  back  in  the  machine  so  that  the  first   line  of 
typing  appears  just  above  the  paper  bail — use  the  paper  bail 
as  a  ruler  under  the  typed  lines  and  read  each  line  care- 
fully— read  half  a  line  of  the  material  from  which  you  are 
copying  and  then  read  the  same  half  line  from  the  typewritten 
copy.     (It  is  much  easier  to  correct  errors  while  the  paper 
is  still   in  the  machine  than  try  to  re-insert  it.) 

After  you  have  read  every  line  carefully,   remove  your 
paper  from  the  machine.     Take  three  steps  in  proofreading  it 
again : 

1.  Look  at  the  page  as  if  it  were  a  picture  for  a 
general  impression — how  does  it  look?  Are  the 
side  margins  equal? 

2.  Read  the  material  OUT  LOUD  to  check  meaning 
and  grammar. 

3.  Read  the  material  again  to  check  spelling — use 
a  ruler  under  the   lines  and  read  slowly. 

Also,  be  aware  of  those  places  on  a  typewritten  page 
where  we  have  a  tendency  to  overlook  errors: 

— headings  and  subheadings — because  we  spend  so 
much  time  centering  a  title  or  underscoring  a 
side  heading  we  assume  it   is  correct. 

— near  the  beginnings  and  endings  of   lines — we 

have  a  tendency  to  hurry  to  get  to  the  next  line. 

— near  the  bottom  of  a  page — we  are  tired  of 

reading  the  page  so  we  are  in  a  hurry  to  start  a 
fresh,   new  page. 

— words  that  are  repeated  often — if  a  long,  diffi- 
cult word  such  as  "accommodation"  appears  several 
times  on  a  page,  we  tend  to  overlook  the  spelling 
every  time    we  see  the  word  "accommodation". 
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— captions  or  footnotes — we  tend  to  give  secondary 
importance  to  anything  that  is  separate  from  the 
body . 

— proper  nouns — we  should  avoid  misspelling 

people's  names  because  they  are  insulted  and  it 
is  very  bad  from  a  public  relations  point  of 
view. 

— figures  and  dates — April  31  and  February  30  are 
obvious  errors. 

If  you  make  a  carbon  copy,   proofread  from  the  copy 
because  it  will  not  be  as  distinct  as  the  original  and  will 
force  you  to  concentrate. 

Try  to  read  the  copy  COLD — if  possible,   leave  it  for  a 
few  minutes,  hours,   or  if  possible,   a  whole  day. 

Poor  proofreading  is  an  embarrassment  to  your  employer, 
and  you  will  find  it  embarrassing  if  you  have  to  retype  work 
that  was  not  carefully  proofread.     HAPPY  PROOFREADING!  It 
is  IMPORTANT! 


